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Job Description:

Business Manager
Responsible to:

Governing Body through line management of Headteacher 
Responsible for:

All non-teaching staff

Salary:


Leadership Scale 10-14 (£64,691 - £71,330)
Working Hours

Whole Time, Full time (37 hours per week)
Main purpose of the job

The Business Manager is the school’s lead support staff professional and a key member of Woodham Academy’s Leadership Team. The role provides strategic leadership of all non-teaching functions, ensuring strong financial management, effective business operations and the efficient deployment of resources to support high-quality teaching and learning.
The postholder promotes the highest standards of business ethos across the school, drives operational excellence, and ensures compliance with statutory, financial and regulatory requirements.
 Strategic Leadership & Governance
· Provide strategic leadership for the school’s business and operational functions and share collective responsibility for the strategic leadership and management of the Academy, ensuring alignment with the School Development Plan.

· Attend SLT (as required), Governing Body and sub-committee meetings, providing accurate, timely reports and recommendations.

· Represent the Headteacher at internal and external meetings as required.

· Interpret national and local education policies, advising SLT/Governors on implications for school operations.
· To act as Line Manager for specific non-teaching support staff.
· Lead and manage change programmes aligned to strategic priorities.

Financial Resource Management

· Lead financial planning, budget setting, forecasting and reporting in line with Trust/ESFA requirements.

· Prepare the annual budget, review, profiling and benchmarking and present detailed financial reports, variance analysis and recommendations to the Headteacher and Governors.

· To be responsible for the day-to-day financial management of the Academy through the monitoring of income and expenditure, taking corrective action where necessary to ensure value for money.

· Oversee all accounting systems, financial controls, procurement and audit processes, ensuring data and systems are accurate and up to date.
· To act as Financial Officer for Durham Secondary Applied SCITT
· Lead on income generation, lettings, external bids and commercial opportunities to achieve annual revenue targets working with the school’s Community Manager ensuring remuneration for the letting of the Academy premises to outside organisations.

· To adhere to and manage financial policies and procedures ensuring compliance with the Academy Trust Handbook and Trust Financial Procedures Manual 

· Ensure financial compliance, risk management and fraud prevention across all school operations.

Buildings and Health and Safety
· To be the Health and Safety Manager for the school, ensuring safety of staff, pupils, visitors and contractors, ensuring the H&S policy is implemented, monitored and regularly reviewed.
· To be responsible with the Site Manager for the maintenance of the Academy site and buildings including maintenance schedules and the efficient operation of facilities.
· Oversee risk assessments, fire safety, statutory checks, accident reporting and site security.

· Provide training and guidance to staff and liaise with external agencies where required.
· To maintain a Health and Safety Risk Register and ensure it is reviewed, maintained and communicated to stakeholders as necessary.
· To manage the maintenance and replacement of furniture and fittings which impact on Health & Safety.

· To liaise with the Trust on site issues common to all schools within the Trust e.g. sustainability.
· In co-operation with the Fire Service, contractors and Site Manager, to be responsible for the installation and maintenance of equipment for protection against and escape from fire. 
Human Resources
· To line manage finance and non-teaching /administrative staff.

· Working with the Head of HR and the Central HR Team to oversee HR operations within the school including recruitment, induction, appraisal, workforce planning and employee relations.

· Ensure compliance with employment legislation, safeguarding, equality and safer recruitment requirements.
· To maintain the Single Central Record for the Academy, ensuring accuracy and compliance.
· Liaise with the Head of HR in relation to Trust HR policies and HR implications for the school.

· Liaise with external HR/payroll providers (Durham County Council) to ensure accurate payroll and contract management.

· Maintain all appropriate data systems to ensure confidential staff records and oversee staff absence management and reporting.

· Provide training and guidance to staff and liaise with external agencies where required.

Finance Officer for Durham Secondary Applied SCITT

· To monitor budget and provide reports to Course Director and Governing Body (SAGE).

· To produce end-of-year accounts and to co-ordinate the Annex G financial return to the DfE on behalf of the Responsible Officer
· To oversee payment of invoices, salaries and claims, bursaries and fees.

General

· To work with the senior leadership / management group to ensure the smooth day to day operational running of Woodham Academy.

· Promote safeguarding and comply with KCSIE requirements.

· Promote the Trust’s ethos and values to high expectations

· Uphold the school ethos, policies and commitment to equality, inclusion and wellbeing.

· Build positive, professional relationships with Headteachers and senior staff, ensuring shared responsibility for effective and well-managed learning environments.

· Manage support staff performance and professional development.

· Contribute to wider school activities as required.

Signed …………………………………………………..  Date ………………………………..
