Appointment of School Business Manager
From December 2026 / January 2027

Hurst

EDUCATION TRUST




The Albourne Way

Living life to the full

Are you a strategic, organised and forward-thinking professional who is passionate
about helping a school community thrive?

We are looking for: We can offer you:

e s highly organised, proactive and confident, with strong leadership skills. * A lovely working atmosphere
e Has excellent financial and business acumen and can manage budgets and * An innovative school
resources effectively. ¢ A welcoming and supportive Albourne Family
e Can lead and continually improve our administrative and operational systems. e Cheerful and motivated pupils who thrive in their learning

e Communicates brilliantly and builds positive relationships with staff, families, environment

governors and partners. ¢ A dedicated and passionate staff team committed to Supportive

e Has strong experience of HR, payroll, data and compliance. professional development opportunities

e Can oversee ICT, premises, contracts and health & safety with confidence. * Ongoing support and guidance from Hurst Education Trust,

our multi-academy trust

e Thrives on managing competing priorities and finding practical, positive solutions. ) ) _ .
e A proactive and collaborative governing body providing a

e Understands the importance of safeguarding, confidentiality and data protection. thoughtful balance of support and challenge.

e |[s excited to be part of our Senior Leadership Team, contributing to the strategic
development of the school.

e Above all, will embrace our ethos, take an active role in contributing to the
strategic development of the school.

¢ Above all, will embrace our ethos, take an active role in school life and be a
passionate champion of The Albourne Way
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Purpose of the job:

1. The School Business Manager (SBM) is the school’s leading support staff professional and works as part of the Senior Leadership Team
(SLT) to assist the Headteacher in their duty to ensure that the school meets its educational aims.

. The SBM is responsible for providing professional leadership and management of school support staff in partnership with teaching
staff, to enhance their effectiveness in order to achieve improved standards of learning and achievement in the school.

. The SBM promotes the highest standards of business ethos within the administrative function of the school and strategically ensures
the most effective use of resources in support of the school’s learning objectives.

. The SBM is responsible for Financial Resource Management, Management Information,
ICT, Human Resource Management and Facility & Property Management.

Salary: £32,597 - £35,412 FTE/£17,376 p.a. - £18,877 p.a. for 0.6 FTE TTO plus 2 weeks
Hours: 22.2 hours per week Term Time Only plus 2 weeks — flexible timings
Contract: Part time

Reports to: The Headteacher & the Hurst Education Trust
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Duties and
responsibilities

Leadership and Management:

Attend SLT, full Governing Body and appropriate
Governor sub-committee meetings as required.
Negotiate and influence strategic decision
making with the SLT and Governors.

In the absence of the Headteacher, take
delegated responsibility for financial and other
decisions.

Plan and manage change in accordance with the
school improvement plan.

Financial Resource Management:

Contribute to the strategic planning process,
providing advice on financial implications and
ensuring that the school makes the best possible
use of resources available.

Evaluate information and consult with the SLT
and Governors to prepare a realistic and
balanced budget for school activity, including a 3
Year budget forecast.

Submit the proposed budget to the Headteacher
and Governors for approval and assist the overall
financial planning process.

Use the agreed budget to actively monitor and
control performance to achieve value for money.
Identify and inform the Headteacher and
Governors of the causes of significant or
unforeseen developments.

Process purchase and sales invoices, credit card,
direct debits, and monthly accruals,
accounting/funding and bank reconciliations,
using the school finance systems.

10.

11.

12.

13.

14.

15.

16.

17.

18.

Propose revisions to the budget if necessary, in
response to significant or unforeseen
developments.

Provide ongoing budgetary information to the
SLT and Governors.

Advise the Headteacher and Governors if

fraudulent activities are suspected or uncovered.

Maintain a strategic financial plan that will
indicate the trends and requirements of the
school improvement plan and will forecast
future year budgets.

Identify additional finance required to fund the
school’s proposed activities.

Seek and make use of specialist financial
expertise.

Maximise income through lettings and other
activities.

Present timely and fully costed proposals,
recommendations or bids.

Ensure finance agreements are in place with
suitable providers for agreed amounts at agreed
times and appropriate agreed costs and
repayment schedules.

To negotiate, manage and monitor contracts,
tenders, orders and agreements for the
provision of school support services including
utilities.

Monitor the effectiveness and implementation
of agreements.

Ensure the school meets the requirements set
by Hurst Education Trust, the DfE and in relation
to the management and administration of all
funds held by the school.

Administration Management:

Lead the school Office Manager and the schools
administration function.

Design and maintain administrative systems and
procedures that deliver outcomes based

on the school’s aims and goals.

3.

4.

Manage systems and link processes that interact
across the school to form complete systems.
Define responsibilities, information and support
for staff and other stakeholders.

Develop process measures that are affordable
and that will enable value for money decisions for
those managing resources.

Establish and use effective methods to review
and improve administrative systems.

Use data analysis, evaluation and reporting
systems to maximum effect by ensuring systems
are streamlined to maximise efficiency and avoid
duplication.

Benchmark systems and information to assess
trends and make appropriate recommendations.
Ensure returns for the Hurst Education Trust, DfE
and other agencies and stakeholders are made
within statutory guidelines.

Management Information Systems and ICT

Maintain the school’s Asset Register, complete
regular ICT audits. Report asset values, additions
and disposals to Head Teacher and Governors in
line with procedures.

Set up new user logins (staff, pupils, governors)
on various school systems, such as the School
Server, Microsoft Office, Teams, Email.

Maintain the Door Access Control system, and
creation/deletion of staff, contractors, volunteers
and others ID cards.

Maintain the schools ICT Systems and manage the
relationship and work allocation with our ICT
partner and part-time on-site ICT support staff.
Consider approaches for existing use and future
plans to introduce or discard technology in the
school.
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6. Consult with relevant people and other parties
to introduce new technology or improve existing
technology for different purposes.

7. Ensure that the school has a strategy for using
technology aligned to the overall vision and
plans for the school ensuring value for money.

8. Communicate the strategy and relevant policies,
including Data Protection for use of technology
across the school.

9. Establish systems to monitor and report on the
performance of technology within the school.

10. Ensure contingency plans are in place in the case
of technology failure.

11. Ensure data collection systems providing
information to stakeholders are streamlined to
maximise efficiency of the data supplied.

HR and Payroll:

1. Ensure effective HR administration within the
school in compliance with legal requirements
and good practice.

2. Ensure the school’s policies are clearly
communicated to all staff in school.

3. To maintain all records pertaining to staff —
including: absence details, safeguarding records,
up to date contract and salary details, job
descriptions, and CPD.

4. Manage the payroll services for all school staff,
process overtime, absences and other monthly
pay adjustments, and confirm monthly staff pay
is correct.

5. Seek and make use of specialist expertise in
relation to HR issues.

6. Evaluate the school’s strategic objectives and
obtain information for workforce planning.

7. ldentify the types of skills, knowledge
understanding and experience required to
undertake existing and future planned activities.

10.

Ensure the school’s Single Central Record is
maintained in accordance with the Hurst
Education Trust and DfE guidelines.

Complete the annual Schools Workforce Census.
To provide advice on training opportunities for
staff and liaise with training providers as
required.

Facility and Property Management:

10.

Ensure the supervision of relevant planning and
construction processes is undertaken in line with
contractual obligations.

Ensure the safe maintenance and security
operation of the school premises.

In conjunction with the Premises Manager,
ensure maintenance of the school site including
the purchase and repair of all furniture and
fittings.

Ensure the continuing availability of utilities, site
services and equipment.

Follow sound practices in estate management
and grounds maintenance.

Monitor, assess and review contractual
obligations for outsourced school services.
Ensure a safe environment for the stakeholders
of the school in which due learning processes
can be provided.

Ensure ancillary services e.g. catering, cleaning
are monitored and managed effectively.
Manage the letting of school premises to
external organisations for the development of
the extended services and local community
requirements.

Seek professional advice on insurance and advise
the SLT on appropriate insurances for the school
and implement and manage such schemes
accordingly.

Health and Safety:

Ensure the school’s health & safety policy
statement is clearly communicated and available
to all stakeholders.

Ensure the health & safety policy is implemented
at all times, put into practice and is subject to
review and assessment at regular intervals or as
situations change.

Ensure systems are in place to enable the
identification of hazards and risk assessments.
Ensure systems are in place for effective
monitoring, measuring and reporting of health &
safety issues to the SLT, Governors and where
appropriate the LA or Health & Safety Executive.
Ensure the maximum level of security consistent
with the ethos of the school.

General:

Contribute to the overall ethos/values and aims
of the school.

Comply with and assist with the development of
policies and procedures relating to Child
Protection, Health, Safety and Security, Human
Resources, Confidentiality and Data Protection,
reporting all concerns to an appropriate person.
Be aware of and support difference and ensure
equal opportunities for all.

Develop constructive relationships and
communicate with other agencies/professionals.
Undertake such duties, work hours and carry out
duties as may be required from time to time as
agreed with the Headteacher.
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Hurst Education
Trust

The Hurst Education Trust (HET) is a Multi-Academy
Trust set up by Hurstpierpoint College in collaboration
with the Diocese of Chichester. It exists to provide a
unique offer to local schools in the Mid Sussex area.

Academic excellence is the foundation of a Hurst
education, because we believe it opens doors to the
future. Therefore every child is challenged and
supported along the way in our friendly and warm
community.

We are ambitious for each of our pupils and who they
can become and we encourage each pupil to engage and
enjoy all aspects of school life.

We want our pupils to learn the importance of
certain values: a sense of duty, an awareness of
right and wrong and a respect for others. We want
pupils to be ambitious with a clear sense of purpose,
to acquire a balanced view of life and develop into
independent, mature individuals.

Schools who are part of the Hurst Education Trust
receive a high-quality education support package
focused on the “Good to Outstanding” journey and
access to Hurst College’s facilities, including sports
and academic provision together with specialist
facilities including the theatre, farm and chapel.
Importantly, schools retain their individuality,
including their name, uniform and curriculum.

The Trust and its schools are open, welcoming and
inclusive, embracing pupils of all faiths and none,
committed to the flourishing of all of its pupils

Diversity will be celebrated and equal
opportunities available to all. It is our belief
that there are core common values universally
recognised across faith boundaries, dignity,
compassion, the removal of disadvantage and
discrimination, empathy and encouragement
which help foster and create a positive school
environment in which all individuals can thrive
and grow.

As ever

Tim Manly
CEO Hurst Education Trust

www. hurst.education



http://www.hurst.education/

Apply

The application process

Please read the job description and person specification
carefully and address the criteria when completing the
HET application form. Please detail where you feel your
expertise lies across the primary phase and where you
feel you can show greatest impact. We do not accept
CVs.

Closing date: 6" November 2026- 9:00am

Any questions can be directed to the Headteacher, Ms
Fiona Keeling, via the office:
office@albournecep.co.uk

Interviews

Interviews will be held at the school on Wednesday

11t / 12 November 2026

Applicants are asked to advise their employers of a
potential interview on this date.

If invited to interview, please bring photocopies of the
following documents with you:

Current Criminal Disclosure Certificate (CRB/DBS)
P60/P45

Birth Certificate/Marriage Certificate

Driving License

Original proof (certificates) of qualifications

o Autility bill as proof of address (less than 2 months
old)

o Abank or building society statement (less than 2
months old)

Data held for candidates who are not appointed will be
shredded following the interviews.

Appointments are subject to satisfactory references,
and we will be taking these up immediately following
shortlisting. It is therefore important that you inform your
referees of your application. It is essential that your main
referee is your current Headteacher. Please note that we
are only able to offer general feedback to candidates who
are not appointed.

Medical Examination / Online Check

The successful candidate will be required to complete
an online medical questionnaire and may be required to
attend a medical examination. Also, a check of social
media presence will be carried out.
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Criminal Record Checks

The successful applicant will be asked to complete an
online enhanced DBS disclosure application requesting
personal information in a number of areas. An offer of
appointment will be subject to satisfactory DBS clearance.

Appointment

The successful candidate will be appointed from
December 2026 or January 2027.

Safeguarding and equal opportunities

Albourne C of E Primary School and the Hurst
Education Trust are committed to safeguarding and
promoting the welfare of children and young people and
expects all staff to share this commitment.

Any offer of employment will be subject to an enhanced
DBS disclosure, the receipt of satisfactory references,
the pre-employment medical questionnaire, relevant
original ID documentation and examination certificates.

The Trust understands that a robust, fair and
transparent recruitment and selection policy plays a
central role in achieving this aim.

Albourne Church of England Primary School
The Street, Albourne, West Sussex, BN6 9DH
office@albournecep.co.uk

01273 832003

Hurst Education Trust
College Lane, Hurstpierpoint, Hassocks, West Sussex

BN6 9JS
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office@albournecep.co.uk

01273 832003

https://www.albournecep.co.uk/

www.hurst.education

IN PARTNERSHIP WITH

Hurst

EDUCATION TRUST
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