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School Business Manager 
NJCJE Grade 6 SCP 24-29 (£35,412 - £39,862)
8:00am – 4:30pm 
39 hours per week 
Term time plus 5 school holiday days 
About the school

Whitefield Primary School is a welcoming, friendly and inclusive school, where children are happy and have a desire to learn. The staff are dedicated and put the children at the heart of everything they do. We are all determined that our pupils will thrive, be happy and successful. 
We share a clear vision for improving our children’s life chances through providing equality of opportunity, an engaging and purposeful curriculum and high-quality teaching and learning.
The leadership team are determined to provide our children with the best possible education and life opportunities and this starts with recruiting great staff who will inspire, motivate and help our children achieve their goals.

The Headteacher and Governing Body of Whitefield Primary School wish to recruit a School Business Manager. We are looking to appoint a skilled and highly motivated individual to work in this role with our Headteacher and our committed team.

About the role

The Headteacher and Governing Body of Whitefield Primary School wish to appoint a School Business Manager to start in September 2026 to lead their financial operations. We are looking for an experienced professional, who has a self-driven approach to problem solving and high-level communication, literacy and numeracy skills. This is a fantastic opportunity for someone with enthusiasm and drive to join the team at Whitefield Primary School and become part of our ‘Whitefield Family’. 
 
The successful post holder will work alongside committed colleagues in the school to provide strategic leadership and management at school level regarding all aspects of finance, administration, HR, and operational support. 

Relevant experience of working with schools financial management would be beneficial, although not essential.
 
Personal qualities

Knowledge and skills:

· Working towards or have administrative, financial or accounting qualifications equivalent to national qualifications level 6, or Advanced Diploma of School Business Management
· Ability to make decisions in relation to the development and operational delivery services within school
· Management experience involving varied activities across a range of functions including administration, finance and HR
· Business and financial management of school resources
· Financial preparation and planning, forecasting and expenditure of a school budget
· Successful team management and leadership
· Ability to produce management information reports
· Responsibility for generating income, including grant applications and facilities management 
· Develop, implement and monitor school policies and procedures
· Analytical, judgemental and creative skills required to interpret varied and complex information 
· Knowledge of theory and practise of business and administration management including finance, procurement, administration, management of staff
· Effective use of specialist ICT packages
· Proven ability to prioritise own and team workloads to meet deadlines
· Ability to set clear objectives and targets
· Ability to relate well to children and adults
· Knowledge/experience of MIS systems
· Managing DfE submissions & compliance (Census/SWFC/SFVS/SCR)
· To lead on development of health and safety plans within the school
· To support the headteacher to manage the PFI contract

We are looking for a person who:

· Has a calm approach 
· Maintains confidentiality 
· Has a good sense of humour 
· Has an empathetic nature 
· Is enthusiastic 
· Has the ability to adapt to a variety of situations 
· Demonstrates initiative 
· Works well as part of a team


Our school community places the highest priority on keeping our children safe. Applicants for the post will be subject to stringent vetting and induction processes and satisfactory pre-employment checks including references.

Application forms are available on line and should be accompanied by a supporting letter of no more than 2 sides of A4.

Please apply online to v.sephton@whitefield.liverpool.sch.uk

Visits to the school are warmly welcomed and will take place on Tuesday 3rd February at 4pm 
                                                                                                      Thursday 12th February at 4pm

Please contact the school on 0151 263 5976 if you would like to come and visit the school and meet the leadership team. 

Closing Date for Applications: Friday 20th February 2026
Shortlisting Date: Friday 27th February 2026
Interviews week beginning 2nd March 2026
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