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	School Business Manager 
Admin – Band A
	Arnold View Primary School
	
	

	Job Purpose

To provide strategic leadership and management to support functions at the school providing direct assistance to the Head Teacher, Governors & Senior Leadership Team.

	

	Key Responsibilities

1. To plan and deliver administrative, financial and other support functions, as determined by the Head Teacher, to meet current and future operational needs of the school
2. To direct and manage team members to ensure that quality, performance, standards and deadlines are achieved
3. To be responsible for quality assurance within the school's support functions
4. To undertake budget preparation and planning activities in support of the Head Teacher/SLT and manage allocated budgets, alerting the budget holder whilst taking any corrective action
5. To develop systems and processes to meet operational needs and to ensure the high quality of information held.

6. To lead the recruitment, selection and development of support staff
7. Resolve complex and contentious issues to ensure that effective support services are maintained
8. To provide  advice and guidance to colleagues, governors, parents/carers and business contacts with regard to policies, processes and services provided, including creating or adapting these where necessary to meet the needs of the school
9. To determine stock policy including sourcing supplies, negotiating price, volume and qualities necessary to ensure that stock levels and resources are effectively managed to deliver best value
10. To manage personnel administration and issues on behalf of the school
11. To promote and safeguard the welfare of children and young persons for whom you are responsible and with whom you come into contact with during the course of your duties and responsibilities. Your conduct must at all times be in accordance with the school’s policies and procedures

12. To report any causes for concern relating to the welfare and safety of children to the designated person, and the head teacher, or if unavailable the designated safeguarding governor or a member of the senior leadership team

13. To attend safeguarding training as required by the school and maintain your knowledge and understanding of your responsibility for safeguarding children in this school
	Key Accountabilities
  Strategic Leadership & Planning
Contribute to the school’s strategic development by aligning business and operational functions with the School Improvement Plan and long-term sustainability objectives.

  Financial Management & Value for Money
Ensure robust financial planning, monitoring, and reporting processes are in place, securing best value in all procurement and resource allocation decisions and maintaining compliance with financial regulations.

  Operational Excellence
Lead and continuously improve administrative, premises, and support services to ensure efficient, effective, and high-quality operations that enable outstanding teaching and learning. Work closely in conjunction with the Head Teacher. 
  Human Resource Management
Oversee recruitment, performance management, and professional development of support staff, ensuring a high-performing team and compliance with employment legislation and school policies. Manage Human resources processes within the school 
  Governance & Compliance
Ensure the school meets all statutory, regulatory, and safeguarding requirements, providing accurate and timely information to the Headteacher and Governing Body to support effective governance.

  Risk Management & Safeguarding
Identify, assess, and manage organisational risks, ensuring effective systems are in place to safeguard pupils, staff, and resources.

  Stakeholder Engagement & Communication
Build and maintain effective relationships with staff, governors, parents/carers, contractors, and external partners, ensuring clear communication and high-quality service delivery.

  Contract & Resource Management
Manage contracts, suppliers, and service level agreements to ensure cost-effectiveness, quality, and reliability of services such as catering, cleaning, and site management.

  Data, Systems & Information Management
Ensure accurate, secure, and efficient management of data and information systems to support decision-making, compliance, and operational effectiveness.

  Continuous Improvement & Innovation
Drive innovation in systems and processes, using data and feedback to enhance efficiency, reduce costs, and improve service delivery across the school.

  Leadership of Support Services
Provide effective line management and leadership to administrative, premises, and midday teams, ensuring accountability, high standards, and a positive working culture.

  Accountability for Outcomes
Take responsibility for the effectiveness, quality, and impact of all support services, ensuring they contribute directly to improved pupil outcomes and school performance.



	The post holder will perform any other duty or task that is appropriate for the role described.


	Person Specification



	Education and Knowledge

A good academic standard of education to GCSE ‘A’ level standard/NVQ level 3 or equivalent plus a relevant professional technical qualification. 
	Personal skills and general competencies
1. Knowledge

· Demonstrates a broad and in-depth understanding of school business management functions, including finance, HR, premises, and administration within a regulated environment.

· Applies knowledge of education legislation, safeguarding, and compliance requirements to develop and monitor effective procedures.

2. Mental Skills 

· Exercises significant analytical and evaluative judgement to support medium- and long-term planning.

· Develops innovative solutions to complex operational issues and implements improvements to systems and processes.

· 3. Interpersonal / Communication Skills 

· Communicates effectively with a wide range of stakeholders including staff, governors, parents/carers, and external providers.

· Demonstrates strong negotiation and influencing skills in managing contracts, resolving complaints, and maintaining partnerships.

4. Physical Skills 

· Uses ICT systems accurately and efficiently to produce reports, manage data, and support school operations.

5. Initiative and Independence

· Works with a high degree of autonomy, using initiative to resolve complex issues and improve operational practices.

· Seeks guidance only on significant or high-risk matters, demonstrating accountability for decisions taken.

6. Mental Demands 

· Maintains concentration across multiple, competing priorities involving complex and detailed work such as financial planning, reporting, and systems development.

7. Responsibility for People 

· Provides clear advice and guidance on policies and procedures, enabling stakeholders to make informed decisions.

· Promotes a culture of safeguarding, inclusion, and high expectations.

8. Responsibility for Supervision 

· Effectively leads, manages, and develops multidisciplinary support teams.

· Carries out performance management, appraisal, and workforce development to ensure high standards of service delivery.

9. Responsibility for Financial Resources 

· Demonstrates strong financial competence, including budget planning, monitoring, forecasting, and reporting on variances.

· Ensures value for money and financial compliance in all school operations.

10. Responsibility for Physical Resources 

· Manages information systems, data accuracy, and resource procurement effectively.

· Oversees asset management, stock control, and safe use of school resources.

11. Working Conditions 

· Demonstrates resilience and professionalism when dealing with occasional challenging or sensitive situations.

· Maintains a calm and solution-focused approach under pressure.



	Experience
1. Considerable relevant work experience of managing administrative (or similar) services or functions.
2. Business planning and development of support functions to meet the current and future needs.

3. Establishing and maintaining relationships with contracted service providers including negotiation on service agreements and establishment of new contracts.

4. Management and development of a team.
5. Budget planning, monitoring and reporting.


	

	Role Dimensions

1. Team Leader and line manager for the office staff and the midday team 

2. Responsible for:
1 x Whole School Administrator – Grade 7
1 x Admin Assistant – Grade 4
1 x Site Manager – Grade 10
1 x Senior MDSA – Grade 4

7 x MDSA- Grade 3


Band A Admin
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