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St Aidan’s Catholic Academy

Job Description
POST TITLE: Business Manager
GRADE: SO2 Scale Point 26 - 28 (£32,909-£34,723)
RESPONSIBLE TO: Headteacher 
RESPONSIBLE FOR: Admin and Catering staff 
Objectives of the post:

Ensure that the Academy’s non-academic functions are managed efficiently and effectively, thereby allowing the educational leadership to focus on delivering high-quality education. By optimising resources, maintaining financial health, and ensuring operational excellence.
Key responsibilities of the post:
1.   You will be responsible for making a strategic contribution through:
· Keeping abreast of organisational issues, demonstrating knowledge and understanding of the School Development Plan and strategic cycle actions.

· Liaising with Trust staff/take Academy actions forward to meet the business needs of the Academy. 

· Managing and co-ordinating the academy Single Central Record, supported by the Trust HR team where required.
· Attending and supporting governor meetings; preparing and organising paperwork, taking minutes where necessary. 

· Attending senior leadership meetings, as required; verbally communicating with senior staff, recording actions and working across the academy to ensure that action points are progressed and timescales are adhered to.
· Forward plan, draft and deliver briefings to the Headteacher based on anticipating needs of the business elements of the academy. Such as financial management of accounts, budget forecast and setting, site and estates.  
· Sourcing and applying for community/external grants, to supplement academy funds and provision.
2. You will support the headteacher in the smooth running of the academy by: 
· Leading on ensuring all safeguarding protocols are followed in recruitment and when visitors attend site
· Liaising with colleagues in academy and the Trust Finance team regarding the checking and authorisation of the monthly payroll
· Reviewing and processing invoices to ensure robust financial management                                                                                          
· Manage any SLAs and costs relevant to your role
· Leading on projects in the non-academic areas to ensure that the Academy is maximising new ways of working
· Overseeing the GDPR systems and processes within Academy, liaising with the DPO where required. 

· Supporting the Central team with the implementation of any Trust-wide systems/procedures.
· Attending and contributing to Trust-wide business meetings and training.

· Co-ordinating and implementing all Trust-wide policies within the Academy environment 

· Liaising with the Trust central team on providing feedback on Trust-wide SLA’s in place

· Liaising with services and external agencies to compile information and co-ordinate activities and events.
· Forward planning and ordering supplies based on anticipating the needs of the academy.
3. You will support senior leadership at the Academy and Trust through:

· Leading and managing administrative staff and functions within the academy.
· Developing administrative staff and conducting performance managements meetings.

· Overseeing and contributing to the administration of the recruitment/HR procedures within Academy, liaising with all stakeholders.

· Leading and managing catering staff and functions within the academy. 
· Leading and managing lunchtime supervisors. 
· Liaising with estate management to ensure smooth running of the academy.
All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.


