
Lent Rise School 

Job Description  

 

Name:   

Job Title:   Deputy School Business Manager 

Responsible to:  School Business Manager, Headteacher, Trustees  

Pay Range: Bucks Pay Range 3   

 
Professional Responsibilities: 
 
You are appointed at the appropriate Spinal Point. Your duties should be carried out with due 
regard to the school's aims and objectives and any policies of the Governing Body. You should 
share in the corporate responsibility for the wellbeing and safeguarding of all pupils. 
 

Main purpose  

The school business manager (SBM) is responsible for managing the strategy and operation of the 
business functions of our school, including financial management, health and safety, human 
resources, compliance and administration.  The interim deputy School business Manager role has 
been developed to enable to School Business Manager to support the school’s transition from SAT to 
MAT.  

They will advise on and implement the day-to-day support that enables the school to operate 
effectively and efficiently, and that allows other members of the leadership team to focus on 
teaching and learning. 

 

Duties and responsibilities of the interim school business manager are to work closely with the 
School Business Manager, deputising in all areas as follows and as required: 

Leadership and strategy 

 Be responsible for line-managing teams of support staff, including carrying out long-term 
resource planning and managing recruitment, appraisal and professional development 

 Under the direction of the headteacher, lead on all financial matters in school, to ensure the 
school’s successful financial performance and to ensure financial decisions are clearly linked to 
the school’s strategic goals 

 As a member of the senior leadership team, attend relevant leadership team meetings and 
report to governors where appropriate 

 Implement school-wide changes and allocate resources in line with the school improvement 
plan, putting policies and procedures in place and communicating them to staff 

 Take all decisions in line with the vision and values of the school, and encourage others to do 
the same  

 Implement a marketing plan for the school, which utilises the school website, signage, the 
prospectus, and communications with current and prospective parents 

 Monitor developments in technology and consider how it can be used to enhance the school’s 
business processes, teaching and learning, and staff wellbeing  

 

Financial management and fundraising 



 In partnership with the headteacher, manage the school’s budget and ensure it is balanced, 
realistic, and represents an effective use of public funds  

 Submit the budget to the governing board  

 Monitor the budget all year round, advising the headteacher where revisions or changes are 
needed  

 Forecast future years’ budgets, based on the school’s estimated funding and trends in 
expenditure, to enable the headteacher to make strategic, long-term decisions 

 Comply with financial reporting requirements and submit statutory returns 

 Oversee school bank accounts on a day-to-day basis, ensuring money is banked, online payment 
systems, invoices are paid promptly, money owed is collected, and clear records are kept 

 Develop and implement the school’s fundraising and income generation strategy, choosing 
fundraising priorities in line with the school improvement plan including working with the 
School’s PTA 

 Find and apply for grants 

 Lead on procurement processes, managing tenders where appropriate, conducting due 
diligence, benchmarking and evaluating suppliers, negotiating deals and ensuring value for 
money  

 Manage the school’s lettings offer and finances relating to before and afterschool provision 

 Ensure the effective and efficient operation of the finance department, delegating tasks to 
finance/office staff where appropriate  

Human resources 

 Manage the school’s payroll provision with the payroll provider 

 Ensure that recruitment, appraisal, disciplinary and grievance policies are administered in 
accordance with employment law  

 Advise on HR issues within school and liaise with the external HR provider 

 Conduct reviews of the school’s staffing structure to ensure effective deployment of staff and 
financial efficiency 

Health and safety 

 With the headteacher and site lead, supervise the maintenance of the school site  

 Manage the school’s compliance with health and safety regulations, and put in place processes 
and procedures to ensure the safety of all in the school  

Compliance 

 Manage the school’s compliance with statutory obligations, and advise others on the relevant 
legal, regulatory and ethical requirements 

 Track all school policies and ensure they are updated in accordance with the policy review 
schedule 

 Monitor and update the risk register 

 

Administration 

 Keep records in accordance with the school’s record retention schedule and data protection 
law, ensuring information security and confidentiality at all times  

 Provide administrative support for the headteacher and governing body 

 Support the data protection officer with ensuring data protection compliance and helping the 
school community understand how to comply with data protection law 

 
The school business manager will be required to safeguard and promote the welfare of children and 
young people, and follow school policies and the staff code of conduct. 

Please note that this list of duties is illustrative of the general nature and level of responsibility of 
the role. It is not a comprehensive list of all tasks that the school business manager will carry out. 



The postholder may be required to do other duties appropriate to the level of the role, as directed 
by the headteacher. 

Safeguarding 
 
All school staff have a responsibility to provide a safe environment in which children can learn and 
have read and understood the Department for Education’s Keeping Children Safe in Education 
statutory guidance (KCSIE).  They are also required to: 
 

 Work together with all staff to promote safeguarding. 

 Keep up-to-date with safeguarding training requirement. 

 Keep up-to-date with Prevent and Keeping Children Safe in Education. 

 Complete Keeping Children Safe Online, Prevent and FGM training plus any other training, as 
directed by the Designated Safeguarding Lead and Headteacher. 

 Follow welfare and whistle blowing procedures.  

 Be prepared to identify children who may benefit from early help.  Early help means providing 
support as soon as a problem emerges at any point in a child’s life.  In the first instance, staff 
should discuss early help requirements with the designated safeguarding lead.  Staff may be 
required to support other agencies and professionals in an early help assessment. 

 Any staff member who has a concern about a child’s welfare should follow the school referral 
processes.  Staff may be required to support social workers and other agencies following any 
referral. 

 Be aware of systems within this school which support safeguarding to include: 
- the school’s Child Protection policy 
- the school’s staff behaviour policy (code of conduct) and 
- the role of the designated safeguarding lead. 

 All staff should know what to do if a child tells them he/she is being abused or neglected.  Staff 
should know how to manage the requirement to maintain an appropriate level of confidentiality 
whilst at the same time liaising with relevant professionals such as the designated lead and 
children’s social care.  Staff should never promise a child that they will not tell anyone about an 
allegation, as this may ultimately not be in the best interests of the child. 

 All staff should be aware of the types of abuse and neglect so that they are able to identify cases 
of children who may be in need of help or protection.  Types of abuse and neglect, and examples 
of safeguarding issues can be found in the Department for Education’s Keeping Children Safe in 
Education statutory guidance  

 Follow welfare and whistle blowing procedures. 
 
Code of Conduct 
The School expects all staff to ensure that their standards of conduct are, at all times, compliant 
with the Buckinghamshire County Council Code of Conduct for Employees in Schools. 
 
This job description will be reviewed at the end of the Academic year, or earlier if necessary. In 
addition it may be amended at any time after consultation with you, according to the growth in the 
number of staff or because of the changing needs of the school. The teacher should sign two copies 
of the job description and then retain one copy while giving the other copy to the Headteacher. 

 

Review Date:   

 

Signed :       (                 ) 

 

Signed :        ( Headteacher) 


