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Welcome 
Thank you for your interest in the position of School Business Manager at Whittle-le-Woods Church of England Primary School. 
We are a happy, inclusive school, driven by our vision as a Christian family, which leads and encourages everyone to:
Be excited and curious to learn
Flourish; soar in faith and talents
Serve others courageously
We do this within our safe, happy, diverse and nurturing Christ centred environment ensuring all are strong in mind, body and spirit
Whatever you do, work at it with all your heart Colossians 3:23
Whittle-le-Woods CE Primary School provides primary education, serving the surrounding area. Located in a beautiful setting on the edge of the Cuerden Valley and close to Chorley, we are delighted to admit 35 children each year. We are also home to Little Whittle Pre-school – a popular, well-resourced Early Years setting for children between 3 and 4 years old. 
Our school pursues a deeply Christian vision. We seek to equip children with the vision, passion and skills needed to transform society. We want children to notice when things are not right and feel empowered to work towards justice for all. We aim to create God’s Kingdom on Earth where all can flourish, finding belonging and fulfilment. 
To fulfil this ambition, we rely on our culture of togetherness working as God’s children doing God’s work. Our school family actively seeks to serve one another. We learn together through a broad, challenging curriculum. We grow together in faith, wisdom and character. We struggle and face challenge together. We celebrate and succeed together. We shine together, enacting positive change at a local, national and global level. 
All this, we do joyfully. 
Primary education spans seven years but its impact lasts a lifetime. We intend to make these seven years some of the very best. If you share our vision and want to join a successful forward-thinking team, we would be delighted to hear from you.
Deborah Metcalfe
Headteacher







Vacancy details 
Whittle-le-Woods CE Primary School is looking for a caring, forward-thinking, ambitious School Business Manager to join our team on a permanent basis for the next stage of their career. This would be a Grade 8 role and the successful candidate would be working a 37 hour week term time plus 2 additional weeks during school holidays (days to be agreed with Senior Leaders). This role is well established within the school and routines and procedures are all in place but available for review by the successful candidate. The School Business Manager will work closely with the Headteacher to manage the day to day running of the school, all aspects of health and safety, HR and financial planning and the communication systems within school and with other agencies and partners.
Job role: 			School Business Manager
Working pattern: 		Full time 37 hours per week (flexible start and finish times)
Contract type: 		Permanent Contract. Term time plus two weeks (negotiable)
[bookmark: _GoBack]Salary: 			Main Scale Grade 8 pt 25-30
Start date: 			1St  September 2026 

Closing date: 			Monday 8th June 2026 at noon 
Shortlisting: 			Monday 8th June 2026
Interviews: 			Thursday 11th June 2026
Interviewees will receive notification by letter or by email. Only candidates who have been successful to move on to interview will be notified. 
Visits encouraged
Should you wish to visit the school, please contact the Headteacher: head@whittle-le-woods.lancs.sch.uk
For further information about the school please visit the school website.


School details 

School type: 		Maintained Church of England, ages 4 to 11 
Phase: 			Primary 
School website:	https://whittleprimary.com/ 
Contact email: 	head@whittle-le-woods.lancs.sch.uk
Contact number:  	01257 262732
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Arranging a visit 

We welcome visits to the school from potential applicants. Please email the headteacher: head@whittle-le-woods.lancs.sch.uk

Applications
 
All applications must be submitted by email to: head@whittle-le-woods.lancs.sch.uk 

Your application includes a personal statement. Please explain your suitability for the role (as set out in the Person Specification) and include any relevant personal qualities or experiences. Outline what you would be bringing to our school, what you would hope to develop and lead within the school and an overall philosophy about the importance of all round education and getting the best from a school budget. Your statement should be no longer than two sides of A4.
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Person Specification

Items marked L will be assessed via your letter of application. 
Items marked A will be assessed via the other parts of your application form. 
Items marked I will be assessed at interview. 
Items marked R will be assessed through reference

Please note: Many items are assessed at both the application stage and interview stage. 
Applicants who do not meet the essential criteria (marked E) will not be shortlisted.

	ATTRIBUTES
	ESSENTIAL / Desirable
	Information from
Application Form (AF, Interview (I), Reference (R)

	Qualifications 

	GCSE Mathematics & English Grade C or above (or equivalent) 
	E
	AF

	Minimum RSA Stage I Word Processing (or equivalent).
	D
	AF

	Other Relevant qualifications.
	D
	AF

	L4 School Business Manager Qualification, NCSL or equivalent Business Management Qualification

	
D
	
AF

	Experience & Knowledge

	Experience of  administration in a similar environment e.g. public service / office environment
	
E
	
AF, I, R

	Experience of  administration in a school
	D
	AF, I, R

	Experience of supporting processes in staff recruitment/development. 
	
D
	
AF, I, R

	Experience of minuting meetings.
	D
	AF, R

	Experience of local authority recruitment and selection procedures.
	D
	AF, I, R

	Experience of using IT admin systems 
	E
	AF, R

	Experience of school IT admin systems incl. Capita SIMS 
	D
	AF, R

	Experience of school finance IT admin systems (Capita SIMS Finance)
	D
	AF, R

	Knowledge and experience in using Microsoft Word, Excel & Outlook
	E
	AF, I, R

	Skills & Ability 	

	Ability to communicate verbally and in written form effectively and, when required, confidentially with persons at all levels. 
	E
	AF, I, R

	Ability to work pro-actively to achieve efficiency and effectiveness 
	
E
	
AF, I, R

	Ability to organise own tasks and time with conflicting priorities, and with minimum supervision.
	
E
	
AF, R

	Ability to work with tact, sensitivity and confidence.
	E
	AF, R

	Ability to work collaboratively and independently
	E
	AF, I, R

	Ability to work on own initiative
	E
	AF, R

	Ability to maintain a positive and productive office environment
	E
	AF, I, R

	Ability to work in a way that supports the school’s Christian ethos 
	E
	AF, I, R

	Commitment to continuing professional development.
	E
	AF, I, R

	Ability to deal effectively with confidential matters.
	E
	AF, I, R

	The ability to work effectively in a team
	E
	AF, I, R

	A desire to serve others
	E
	AF, I, R

	Emotionally resilient and determined
	
	AF, I, R

	Holds the belief that they can always develop
	E
	AF, I, R

	Excellent written and verbal communication skills
	E
	AF, I, R

	Committed to working with a high level of integrity and professionalism
	E
	AF, I, R

	Excellent organisational skills and the ability to prioritise tasks, make decisions and manage time effectively
	E
	AF, I, R

	Be creative, flexible and open to new ideas, demonstrating a positive and proactive approach to school improvement/development
	E
	AF, I, R

	Willingness to be supportive of the school’s Christian ethos
	E
	AF, I, R

	Commitment to safeguarding and protecting the welfare of children
	E
	AF, I, R

	Commitment to equality and diversity
	E
	AF, I, R

	Commitment to health and safety
	E
	AF, I, R

	Commitment to excellent attendance at work
	E
	AF, I, R

	Positive recommendation from all referees, including current employer or placement school.
Please note: References will be considered before confirming a job offer in writing.
	E
	AF, I, R



As well as the Lancashire County Council Role Description below, the successful candidate will be expected to:
· Be highly motivated
· Have a love of school life and be able to enthuse children and the whole school community
· Have high expectations of themselves as well as of their team
· Be able to think ‘outside of the box’ with regards to budget planning and considering how best to develop the curriculum and provision for our pupils
· Be aspiring towards further leadership opportunities
· Be able to work within a team in a flexible and supportive manner
· Be able to bring something new to the school
· Have completed a DBS check and have a understanding of and uphold the school’s Safeguarding Policy and Child Protection Procedures 
· Previous experience within a school setting would be of benefit and an advantage


Role Profile - Operational Context Form- Lancashire Grade 8- School Business Manager 1
	[bookmark: _Toc253625064][bookmark: _Toc256328546][bookmark: _Toc261861881]Post title: Business Manager 1

	Grade:
	Grade 8
	Staff 
responsibility:
	Yes
	Essential Car user:
	No

	Scope of role:
To be responsible for the planning, development, and implementation of financial and administrative services within the school.

	In addition to the following duties, the post holder may be required to undertake any of the duties associated with a lower graded Business Support Officer role.
Accountabilities/Responsibilities – appropriate for this post:

	1. To uphold the Christian ethos of the school
2. Welcoming and liaising with parents and visitors e.g. Parent Induction Evening
3. To be responsible for the business and financial management of school resources.  
4. To prepare and issue invoices for Out of School provision and Pre-school collecting fees.
5. To manage the schools administrative function through planning, developing, designing and monitoring administrative systems and procedures. 
6. To manage the office support and site management staff. 
7. To assist the Headteacher and governing body with income generation activities and in promoting and marketing the school. 
8. Arrange the provision, analysis and evaluation of data, detailed reports and information to the senior leadership team, the governing body and outside agencies including census returns
9. To manage the administration of human resources (Oracle Fusion).
10. To coordinate and assist in the process of staff recruitment as directed by the Headteacher.
11. Provide confidential secretarial and administrative support to the Head teacher.
12. To manage the procurement process, including securing appropriate service contracts, licences and insurance.  
13. To manage the facilities, including premises, Health and Safety, lettings and liaising with external contractors and DBE Services (annual schedules and reactive calls).
14. To prepare and submit bids for funding from outside agencies, under the direction of the Headteacher, including lettings.
15. To support the implementation of the school's health and safety policies as directed.
16. To work within school policies and procedures
17. To take care of their own and other people's health and safety
18. Commitment to undertake in-service development.
19. Commitment to safeguarding and protecting the welfare of children and young people.
20. Commitment to sustaining regular attendance at work.
21. Facilitate governors meetings, clerking sub-committees.
22. Attend Senior Leadership Team Meetings and advise as appropriate
23. Maintenance of the school asset register.
24. Act as the School's Data Protection Officer.
25. To support wellbeing initiatives for pupils as part of the Senior Leadership Team
26. Undertake role of second Educational Visits lead (Evolve system) acting as school base contact.









	Additional supporting information – specific to this post.
Indicative knowledge, skills and experience
· Experience in administrative / finance roles.
· Working at or towards national occupational standards (NOS) in business and administration and knowledge / skills equivalent to current national qualifications level 4 or having or willing to work towards the Certificate of School Business Management (CSBM).
[bookmark: _Hlk126758225]Typically, this role would be in a large primary school or a small secondary school with an average budget of £1.2million, an average pupil role of 250 and an average of 30 support staff.

	Summary: Operational and/or line management of support staff in a large primary school or a small secondary school.

	Knowledge:
Need to be authoritative on methods, systems and procedures over a variety of areas.
Co-ordination of a small team of employees whose tasks are broadly similar in basic objective, for example, finance, HR, administration. Planning months to a year ahead.
Skills of persuasiveness or assertiveness as well as sensitivity to the other person's point of view are often required to influence behaviour, change opinions or turn situations around, but debates can be won by presenting fact or evidence. Will have a role in dealing with parents and pupils.

	Problem Solving:
Because of changing priorities and differing situations, the jobholder has the latitude to consider which among many procedures should be followed. Differing situations requiring the identification and solution within the area of expertise and acquired knowledge, occasionally new facts may need to be sought. Heavy supervisory or technical professional requirement.

	Accountability:
Working within already established precedents, policies and procedures. Working with given resources, but contributing to the long-term determination of what those resources will be in the future.
Typically average of £1million budget of which the jobholder provides advice to others to make decisions.



	Prepared by:
	Schools HR Team
	Date:
	05/05/2026


The above form sets out the area of work in which duties will generally be focused, and gives an example of the type of duties that the postholder could be asked to carry out.  PLEASE NOTE that this is for guidance only.  Postholders are expected to be flexible and to operate in different areas of work/carry out different duties as required.       

Equal opportunities - We are committed to achieving equal opportunities in the way we deliver services to the community and in our employment arrangements. We expect all employees to understand and promote this policy in their work.

Health and safety  -All employees have a responsibility for their own health and safety and that of others when carrying out their duties and must co-operate with us to apply our general statement of health and safety policy.

Safeguarding Commitment - We are committed to protecting and promoting the welfare of children, young people and vulnerable adults.

Customer Focus- We put our customers’ needs and expectations at the heart of all that we do. We expect our employees to have a full understanding of those needs and expectations so that we can provide high quality, appropriate services at all times.

Skills Pledge- We are committed to developing the skills of our workforce.  All employees will be supported to work towards a level 2 qualification in literacy and /or numeracy if they do not have one already.

Attendance - Good attendance enhances the service delivered by schools, minimises staffing difficulties and ensures best value to the school. It is essential that applicants for positions in this school can evidence a previous satisfactory attendance record/commitment to sustaining regular attendance at work
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Duties and Responsibilities 

The school is looking to appoint someone to the support the leadership team in leading the delivery of support services across the site.  The role will include, but is not restricted to:
· Lead in financial administration and reporting (process orders, invoices and reconciliation)
· Managing the school accounts and budget monitoring (SIMS, Finance 6, Parent Pay, Private Fund)
· Managing contracts and servicing of office equipment e.g. photocopier
· Creating and Issuing Invoices (Out of School Care/Pre-school)
· Staffing Administration using Oracle Fusion
· DBS checks
· Updating the Single Central Record
· Updating and using the data management system including setting up new academic years (SIMS)
· School Census Returns
· Liaising with site staff/contractors coming into school for repair and developmental work.
· Managing office and site staff
· Clerk to governor sub-committees
· Health and Safety Co-ordination including Educational Visits Coordination (EVC).  

Other Office Staff
The school also has an Enquiries and Admissions Secretary in addition to the School Business Manager role. This position is four days per week term time only with the following responsibilities: 
· Reception Desk
· Support for Pupil Data
· Pupil Admissions process
· Pupil Attendance Data
· Dinner Register Administration (liaising with catering)
· Pre-school Administration
· Uniform Order and Sales
· Secretarial Duties to the Head
· Parent Communications and Online Accesses 
· Health and Safety Administration
· Maintenance of an asset register
· Welcoming guests
Working at Whittle-le-Woods Church of England Primary School 
We believe that, in a school, the children flourish when the adults flourish. 
As such, we seek to unlock the potential in each member of our team, supporting them to flourish and thrive. 
We are intentional about how we work, not just what we do. This means that how we work and operate as professionals really matters to us. We have principles that we live by as a team. These guide us every day. 
We recognise that work and rest are two sides of the same coin. To work well, you need to rest well. Whilst we have high standards and high expectations, we want each member of our team to be at their best. This means maintaining a healthy, positive work-life balance that does not compromise personal wellbeing. 
We develop leaders. Leaders are influencers. They make change happen. We seek to actively support the development of future leaders who will transform education and society. As such, we challenge our team, encouraging all to take up opportunities to lead. 
We are blessed with a happy, thriving staff team. Our school is an exceptionally happy place to be. If you would like to join us on our mission, please get in touch and submit an application.
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Safeguarding statement 
At Whittle-le-Woods Church of England Primary School, the welfare of children is paramount. This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. 
All staff should understand their responsibility to safeguard and promote the welfare of children and young people. Staff are responsible for their own actions and behaviour and should avoid any conduct which would lead any reasonable person to question their motivation and intentions. Staff should work, and be seen to work, in an open and transparent way. 
Attitudes towards promoting and safeguarding the welfare of children and young people will be scrutinised during the selection process for this position. If you are appointed to this post, information in relation to safeguarding and protecting children and young people will be provided at induction. This practical guidance for safe working practice will provide information about which behaviours constitute safe practice and which behaviours should be avoided.
Disclosure and Barring Service (DBS) guidance 
An individual is disqualified from working with children/vulnerable adults if he/she is included on one of the lists of those disqualified from working with children and/or vulnerable adults. This post involves working with either children or vulnerable adults. It is therefore a post covered by the Rehabilitation of Offenders (Exceptions) Act 1975 and is a post regulated by the Disclosure and Barring Service. If you are successful, you will be required to apply to the Disclosure and Barring Service for a ‘disclosure’, to confirm any records held, prior to any final appointment decision being made by Whittle-le-Woods CE Primary School. 
Once your disclosure application has been completed it will be forwarded to the Disclosure and Barring Service, who will undertake a check which will include: 
· Details of convictions, including those ‘spent’ under the Act stated above.
· Cautions, etc and (where appropriate) whether you are included on one of the barred lists preventing you from working with children and/or vulnerable adults
· Where appropriate, information taken from police records that a chief officer of a police force considers relevant to the application. 
Note: A conviction is not necessarily a bar to recruitment, unless Whittle-le-Woods CE Primary School considers that the conviction renders you unsuitable for appointment. In making this decision, consideration will be given to the nature of the offence, how long ago and what age you where when it was committed and any other factors which may be relevant. It is an offence for an individual who has been disqualified from working with children to knowingly apply for, offer to do, or accept or do any work in a regulated position.
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