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Millom School
Job Description: School Business Manager

Purpose

To provide strategic leadership and professional management of all business and financial services within Millom School, ensuring:
· effective financial planning and control
· efficient and compliant operational systems
· high-quality support services
· value for money and long-term sustainability
The Business Manager is a full member of the Senior Leadership Team, advising the Headteacher and Governing Body on financial, organisational, and risk management matters and ensuring resources are deployed effectively to support educational outcomes.

Leadership responsibilities

2.1 Strategic Leadership
· Contribute fully to the strategic leadership and management of the school.
· Advise on and implement business and operational strategy aligned to the School Development Plan.
· Provide professional expertise on finance, HR, estates, compliance and risk.

2.2 Governance and Accountability
· Attend and contribute to Governing Body and Finance and General Purposes Committee meetings.
· Prepare and present financial and operational reports.
· Support governors in fulfilling statutory responsibilities for: 
· financial oversight
· compliance
· resource management
· Ensure transparency, accountability, and audit readiness in all business functions.

2.3 Financial Management
· Plan, set and monitor the school budget, including multi-year forecasts.
· Ensure accurate and timely completion of statutory returns (e.g. SFVS, LA returns, VAT).
· Provide regular financial reports and analysis to SLT and Governors.
· Maintain robust financial controls, audit compliance and risk management systems.
· Lead procurement, contract negotiation, and supplier management, ensuring best value.
· Identify and secure additional income streams (e.g. lettings, grants).

2.4 Human Resources & Workforce
· Lead on HR functions, including: 
· recruitment and safer recruitment
· contracts, payroll oversight and staffing structures
· performance management and appraisal of Associate staff
· Ensure compliance with employment legislation and HR policies.

2.5 Estates, Facilities & Health & Safety
· Lead the strategic and operational management of the school site.
· Ensure full compliance with health and safety legislation
· Develop and oversee: 
· premises maintenance plans
· capital projects and estates development
· Manage site staff, contractors, and service providers.
2.6 Compliance, Risk & Data Management
· Act as Data Protection Officer (DPO) for the school.
· Maintain effective systems for: 
· GDPR compliance
· safeguarding records (e.g. Single Central Record)
· risk management and business continuity
· Lead internal and external audit processes and ensure timely implementation of recommendations.

2.7 External Liaison
· Act as the main contact for: 
· Local Authority and external agencies
· auditors and regulators
· contractors and service providers
· Represent the school in relevant partnerships and networks.

2.8 Safeguarding
· Promote and safeguard the welfare of children and young people.
· Ensure all systems and practices comply with safeguarding requirements.

3. General Responsibilities

· Comply with all school policies and procedures.
· Maintain confidentiality at all times.
· Undertake professional development appropriate to the role.
· Carry out any other duties commensurate with the seniority of the post.


































Person Specification

	Qualifications
	Degree or equivalent experience in business, finance or management 
	Professional qualification (e.g. accountancy, HR, ISBL SBM qualification)

IOSH Managing Safely in Schools


	Knowledge
	Awareness of practices and procedures within education relating to the welfare, safety and education of children.  

Financial planning, budgeting and reporting.

Employment law and HR processes

Health & Safety legislation

Data protection (GDPR)
	Education funding and school finance systems

LA financial regulations

Procurement regulations and contract law

Experience of SIMS/Parentpay systems used in schools

Sage 200 Education accounting software

	Relevant Experience
	Significant experience of financial management and budgeting

Experience of leadership and line management

Experience of managing support services (finance/estates/HR)

Experience of compliance, audit or risk management
	Experience working in a school or public sector organisation

Experience supporting governing bodies

Experience as Data Protection Officer

	Skills
	Strong analytical and financial skills

Excellent communication and interpersonal skills

Leadership and team management

Strategic thinking and problem-solving

High level of organisation and attention to detail


	Project management skills

Advanced data analysis skills

Change management experience

Ability to influence at governance level

	Personal Attributes
	High level of integrity and professionalism

Ability to work under pressure and prioritise effectively

Strong commitment to safeguarding and promoting welfare of children
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