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Job Title:  
School Business Manager NJC/JE Grade 6 SCP 24-29 (£35,412 - £39,862)
Reports to: 
Headteacher and Chair of Governors  
Responsible for: 
Providing support for the Headteacher and Governors in the strategic and day to day management of the operational business of the school, including finance, administration, human resources, site management, contracts management including the PFI contract. Develop marketing and business links to provide best value and enhance effectiveness leading to improved standards of achievement.  
The School Business Manager will lead and manage the admin team, ensuring the smooth running of the school office, providing strategic direction and overseeing all day to day activities.   
Core Responsibilities and Tasks:
· To develop and produce strategies for the provision of a range of business support activities, including office support, operational business development, monitoring processes, and estate management to enhance and support the school’s service provision and help it meet the challenges of delivering a value for money service to the school and the wider community.
· To give strategic vision and leadership to all aspects of budget and finance.   
· To provide comprehensive management and support to the leadership team for the effective development and control of the school’s finances, income generation and contract coordination to ensure that financial regulations and service objectives are achieved.   
· To attend governors committee meetings.
· To operate, maintain and develop the financial procedures and systems of the school, in co-operation with the senior leadership team and governors, ensuring that legal and safety requirements with regard to people and property and function of the school are maintained.  
· To manage the school’s key financial relationships with the DfE and external advisers.  
· To draw up the school budget in consultation with the senior leadership team, to monitor spending and provide reports for the senior leadership team and governors.  
· To maintain a strategic financial plan that will indicate the trends and requirements of the school development plan and will indicate future budget settlements.  
· To maintain and oversee the bank account, including the school’s credit card; completing monthly reconciliations.  
· To monitor income and expenditure in relation to the school budget and produce regular reports for the headteacher and finance committee.  
· To assist in the preparation for audits, liaising with all parties involved.  
· To pursue income generation opportunities inc. the preparation and submission of applications and bids.    
· To support the Headteacher with services and contracts relating to the school site and buildings, their maintenance, development and efficient use.   
· To oversee personnel matters within the school, including ensuring all necessary data required for payroll, the Teacher’s Pension and Local Government Pension Agencies is submitted.  
· To manage the school’s relationship with the payroll provider, providing timely and sufficient information for monthly and annual payroll returns.  
· To oversee prompt payment of invoices and be responsible for the issue of school invoices.  
· To assist in the preparation of accurate VAT accounting and payments so that VAT reclaim returns are submitted as required.  
· To be responsible for cash flow projections and all elements of cash handling, banking and security.  
· To supervise the school’s computerised finance accounting package.
· To oversee payment system for parents.  
· To keep accurate records of statutory school training
· To maintain all school insurances in all forms including assessments, claims and administration.  
· To ensure good practice in procurement ensuring best value.  
· To manage, negotiate and monitor all contracts, leases and relationships with external contractors.  
· To ensure all necessary returns, reports and documentation are completed accurately within time constraints including health and safety reporting requirements, claims, bids, reports to governors and statistical returns. 
· To direct and lead the office / site teams to ensure that operational and business targets are met and initiate the development of a continuous improvement programme to ensure school needs are met and that best value for money is derived. 
· To act as line manager for office staff.
· To be responsible for the school asset register, ensuring it is maintained and updated.  
· To undertake responsibility for all necessary administration relating to all areas within the remit of this role.  
· To use ICT to manage systems, produce school documentation (including policies) and data entry and analysis.   
· To attend training sessions and meetings as required including Governor meetings. 
· To ensure that safer recruitment processes are followed at all times and that personnel files are regularly checked and updated as appropriate.
· Maintain the single central record in accordance with DfE guidance
· To ensure absences of staff are recorded in a timely manner and appropriate return to work procedures are followed.  To co-ordinate the follow up to any absence triggers or long term absences as requested by the headteacher. 
· To maintain contact with key community partners to develop shared initiatives and to champion high quality learning opportunities and to meet wider community need.   
· To ensure that all children, parents, staff and visitors are dealt with in a friendly and professional manner.  
Indicative knowledge, skills and experience:
•	Requires an extensive knowledge of complex financial procedures, regulations and business management (including HR).
•	Detailed knowledge and experience in financial procedures, computer literacy, payroll and accountancy.
This Job description is intended to be a broad outline of duties and is not intended to be exhaustive. The post holder will be expected to take on other duties and responsibilities commensurate with grade of the post as directed by the Head teacher.
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