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School Business Manager – Job Description
School: Albemarle Primary School, Southfields
Grade: PO3-PO4 (£47,925–£54, 360)
Hours: 36 hours per week (8:00am–4:00pm)
Weeks: 52 weeks per year (all year round)
Contract: Permanent
Start date: January 2026
Purpose of the Role
As a key member of the Leadership Team, the School Business Manager will lead on finance, operations, premises and compliance, and HR and leading the school’s administrative and support functions. This role is central to ensuring that the school’s systems, resources and teams operate efficiently, ethically and strategically to enable the best outcomes for pupils and staff.
Key Responsibilities
1. Leadership and Strategic Management
· Play an active role in the Senior Leadership Team, contributing to strategic planning and whole-school improvement.
· Lead and develop the school’s business and support functions, ensuring systems are efficient, compliant and future-focused.
· Line manage and develop administrative and site staff, promoting a culture of professionalism, collaboration and accountability.
· Model integrity, discretion and professionalism in all aspects of the role.
2. Financial Management
· Take overall responsibility for managing all financial aspects of the school, ensuring compliance with statutory and local authority requirements.
· Attend Finance Committee meetings and provide clear, accurate reports and professional advice to the Headteacher, governors and budget holders.
· Prepare and manage the school’s annual and three-year budgets, linking financial planning directly to the School Development Plan and long-term strategic objectives.
· Lead on financial forecasting, planning and profiling of accounts to ensure sustainable and efficient use of resources.
· Oversee day-to-day financial operations, including budget structures, account levels, financial transactions and reconciliation processes.
· Prepare detailed, costed proposals and business cases for projects and initiatives, ensuring affordability and alignment with school priorities.
· Provide financial management information and termly reports to the Headteacher and Governing Board, and support budget holders with clear analysis and advice.
· Offer training and guidance to staff with delegated budgets to strengthen financial accountability and understanding across the school.
· Lead and manage the administration and finance team, ensuring accurate and timely processing of financial data and maintaining robust internal controls.
· Act as the school’s financial correspondent for the DfE, completing all required records, returns and submissions.
· Ensure efficient accounting procedures are in place and reviewed annually in line with the Local Authority Scheme of Delegation.
· Uphold the principles of value for money and ethical procurement in all financial decisions.
· Provide information and evidence to support governors in meeting the Schools Financial Value Standard (SFVS).
· Seek professional financial advice where appropriate to support effective decision-making.
· Create and implement a strategic financial action plan with a focus on income generation and financial sustainability.
3. Procurement and Contracts
· Oversee procurement to ensure compliance with financial regulations and best value principles.
· Lead on negotiating, monitoring and evaluating contracts and service agreements.
· Identify opportunities for cost savings and improved efficiency across the school.

4. Premises, Health and Safety
· Oversee the management, maintenance and development of the school site and facilities.
· Develop and implement a disaster recovery strategy and detailed plan.
· Develop and manage an effective asset management plan to optimise learning outcomes across the school.
· Maintain and manage a risk register, implementing risk management and loss prevention strategies.
· Lead on health and safety compliance, ensuring statutory checks and staff awareness are maintained.
· Manage the maintenance and upkeep of all school buildings, preparing maintenance schedules and ensuring efficient operation of all site facilities including heating, lighting, water, ventilation and energy conservation.
· Oversee fire safety, including the installation and maintenance of fire equipment, conducting regular fire drills and ensuring accurate records are kept.
· Draw up specifications for building works, obtain tenders and planning permissions, and liaise with contractors, architects and the premises officer as required.
· Manage the purchase, repair and maintenance of school furniture and fittings.
· Oversee the letting of the school premises to external organisations and the development of extended school activities in the community. 

5. Human Resources 
· Oversee recruitment, onboarding, payroll coordination and HR record-keeping.
· Advise on policies and procedures, ensuring compliance with employment legislation.
· Promote staff wellbeing and contribute to a positive working culture. 
· Manage the professional development, appraisal and training of office and premises team.
· Oversee Induction of all new staff.
· Oversee general personnel matters including employment clearance for new staff (employment checks) and issuing contracts of employment.
· Analyse workforce planning and proposed staffing models in alignment with the School Development Plan and projected budget.
· Update and review HR policies and procedures advising governors.
6. ICT, Compliance, Risk and Data Management
· Manage the school’s ICT administrative function including ICT facilities, reprographics and telephones.
· Oversee and maintain the school’s administrative and financial computer systems, ensuring data integrity and compliance.
· Implement and maintain appropriate management information systems (MIS/Arbor/Access/HR and communication systems) for efficiency and reporting.
· Ensure all statutory returns and submissions (including census) are accurate and timely.
· Ensure compliance with GDPR and data protection requirements.
· Maintain and test the school’s business continuity and disaster recovery plans.
7. Marketing and Communications
· Support the Headteacher in promoting the school’s vision, ethos and achievements.
· Lead on marketing initiatives and communications that strengthen the school’s profile and community partnerships.
· Support the development of income-generating activities and lettings.
· Prepare bids and generate new income streams and grant funding.
· Build strong partnerships with local community, businesses and organisations to enhance opportunities for pupils and families 
8. Safeguarding
· Act in accordance with Keeping Children Safe in Education and the school’s safeguarding and child protection policies.
· Ensure all systems and processes promote the safety and wellbeing of pupils.
· Ensure all support services, contractors, lettings and third-party providers meet safeguarding requirements 
· Maintain safer recruitment compliance for all appointments including third party providers

School Business Manager –  - Person Specification

	Criteria
	Essential

	Qualifications
	CSBM/DSBM or equivalent business/finance qualification (Level 5 or above) – or working towards it.

	Experience
	Significant experience of financial and operational management, preferably within an education setting; proven experience leading teams and improving systems.

	Knowledge & Skills
	Strategic financial planning, ICT systems (Arbor, Access, or equivalent), excellent organisational and problem-solving skills, knowledge of H&S, GDPR and facilities management.

	Personal Qualities
	Strategic thinker, adaptable, collaborative, solution-focused, emotionally intelligent and committed to inclusive education.


Additional Information
The School Business Manager will be required to safeguard and promote the welfare of children and young people and follow all 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 and is not a comprehensive list of all tasks that the school business manager will carry out. The post holder may be required to undertake other duties appropriate to the level of the role, as directed by the Headteacher.
