
 
  

School Business Manager 
Start date: September 2026 

Salary: SCP 45 – 49 £58,602 to £63,453 per annum  

Hours of work: Permanent, 37 hours per week, full year 

 



 



 



 



 



 



 



 



  
 

Job description 
Post:     School Business Manager     
Contract:         Permanent, 37 hours per week, full year 
Disclosure Level:     Enhanced 
Location:    Dallam School, Milnthorpe, LA7 7DD - the role may require travel   between the trust school sites 
 
The job description may include all such other duties as the Headteacher and Governors may reasonably expect from time 
to time. 
 
Relationships 
1. Reporting to: 
The post-holder reports directly to the Accounting Officer and is accountable to the Board of Trustees and the Dallam School 
Charitable Trust. 
 
2. Responsible for: 
Line management responsibility for: The Trust’s Finance Team, the Site Team, the Catering Team and contractors on site. 
 
The post-holder interacts with other professional colleagues, students and parents and should establish and maintain 
productive relationships and promote mutual understanding of our aim to improve the quality of the student experience at 
the South Westmorland Multi Academy Trust. 
 
Purposes of the Post 
1. The School Business Manager (SBM) will have strategic responsibility for all aspects of Trust finance, asset management, 
risk management and capital planning and procurement. Delivering operational rigour and strategic direction, the SBM will 
play an integral role in supporting the growth and development of the Trust and ensure it continues to be financially 
sustainable.  
2. The SBM will lead strategically, and operationally to provide excellent financial leadership and guidance as the Trust 
develops. The role will provide insight to commercial decision making, and continue to build upon and embed a culture 
focused on working collaboratively with senior colleagues and trustees. 
 
Key Outcomes 

• Financial security and resilience 

• A well-informed and confident Board of Trustees 

• A well-informed and confident Senior Leadership Team 

• An efficient financial system used consistently and confidently across the Trust 

• An effective and integrated Finance Team working in collaboration with the academy leaders 

• A transparency of the Trust’s use of finances  

• Confidence of the DfE that the Trust is giving value for money  
 
 
 
 
 
 

 
 



  

Job Description Continued 

      
Main Responsibilities 

Financial Management & Compliance 

• To ensure that the Trustees comply with their obligations and responsibilities as set out by the DfE in the latest version 
of the Academies Financial Handbook 

• To advise and support the Headteacher in the financial aspects of their responsibilities as the Trust Accounting Officer 

• To ensure all financial procedures are compliant with the Academies Financial Handbook and Companies House and 
operate under appropriate schemes of delegation which follow best practice in all aspects of financial governance 

• Establish a high level of credibility within the organisation and manage positive working relationships with external 
partners including the HMRC, DfE, external auditors, local authority, legal advisors, bank and pension fund providers 

• To be responsible for the preparation of the annual financial accounts to prescribed standards, taking responsibility for 
the completion and submission of statutory/regulatory reporting in line with deadlines 

• Provide financial management reports to the Board of Trustees, Risk, Audit & Finance Committee, and DfE as required 

• Manage the co-ordination of the internal and external audits and preparation of the statutory accounts for each 
establishment within the MAT and the preparation of the consolidated accounts for presentation to the Board of Trustees 

• Implement appropriate audit and control measures and maintain relationships with auditors  

• Provide guidance and support to the Board on finance, audit and risk strategy to optimise the financial performance and 
strategic position of the Trust 

• Work with the Senior Leadership Team to ensure a high standard of education is offered to all children within the Trust 

• Ensure that infrastructure services are of high quality and cost effective, and enable other senior leaders to focus on the 
quality of education 

• Ensure that financial procedures and practices are organised effectively and efficiently and are fully documented to 
withstand external scrutiny from auditors 

• Use analysis and complex financial information in relation to the Trust to develop solutions, plans,      strategies that 
create medium, and long term success  

• Own and oversee the quality of management information, budget and forecasting processes 

• Work collaboratively with other senior leaders to set the three-year budget 

• Line manage the Trust Finance Team to ensure efficient procedures are being followed in terms of MAT accounts and 
associated reports 

• To lead the month and year end processes within the Trust in line with the organisation’s deadlines, ensuring the 
reported position against budgets is accurate and in line with financial procedures. 

• To hold budget meetings with leaders, working with them to ensure they operate within budget and adapt positively to 
changes in funding. 

• Undertake the efficient and accurate preparation, input and maintenance of information and data into the financial 
systems, responsible for and carrying out any required journals to ensure the integrity of cost centre, ledger and fund 
accounting. 

• Operating the Trust’s financial procedures in accordance with Trust and DfE guidelines. 

• Supporting accurate updates to the Trust Asset register 

• To be the first point of contact for the Finance team on technical accounting matters. 

• Work and communicate effectively within the finance team; wider business support team and with academy staff in 
order to ensure team working and support to achieve whole Trust priorities 

• Provide financial support to Dallam School Charitable Trust. 
 

   



 
  

Governance 

• Act as Company Secretary, provide guidance to the Trust Board and ensure the submission of all 
statutory documents to Companies House  

• Attend, participate and present in Trust Board meetings 

• Liaise regularly with the Board of Trustees, attending meetings of the Board and sub groups as required 
and ensuring prompt and effective responses to issues emerging from meetings 
 

Capital Planning & Asset Management 

•     Identify capital grant opportunities and oversee the preparation for capital grants and bids 

• Contribute to the preparation of a rolling programme of annual improvement and maintenance 

• Produce and implement appropriate policies and procedures for the procurement, depreciation and 
disposal of all assets for the Trust 

• Lead on strategies for premises improvements and health and safety across the Trust 

• Lead the facility management across the Trust, design specifications for new buildings, obtain tenders 
and planning permission, liaise with building contractors and architects to deliver building projects 
identified in the building plan 

• Lead in the preparation of bid writing to secure external capital funding for building works 
 

Extended Services Provision 

• Assume leadership responsibility for the letting of all school facilities, including boarding and the sports 
centre 

General 

Culture and Ethos 

• Promote the academy ethos, attitudes and values in all aspects of work with pupils, colleagues, 
support staff, parents/carers and visitors. 

• Promote the academy and celebrate its success at every opportunity. 
 

Dress and Appearance 

• To maintain the highest standards of smart business dress. 

• To maintain a professional demeanour at all times. 
 

Self-Development 

• To take part in the school’s staff development programme by participating in arrangements for 
further training and professional development. 

• To continue personal development in the relevant areas including subject knowledge. 

• To engage actively in the Appraisal process. 
 

Attitude 

• To act as a professional and positive ambassador for the school in order to support the school’s 
mission and profile. 

• Maintain a high level of motivation and encourage the progress of others. 
 

 

Policy Promotion 

• To actively promote the Trust’s Equal Opportunities, Health & Safety, Data Protection and GDPR 
policies to ensure that the school operates safely, effectively and fairly in line with legislative 
requirements. 

• Comply with and actively implement the Trust’s Behaviour Management Policy. 

   
  



 
   

 
Safeguarding 

• Have due regard for safeguarding and promoting the welfare of children and young people and to follow 
the child protection procedures and the Trust’s safeguarding policy. 

 

Confidentiality 

• To ensure confidentiality of the school’s activities is maintained in order to protect the integrity of the 
organisation and its people. 

 

Flexibility 

• The job description may include all such other duties as the Headteacher and Trustees may reasonably 
expect from time to time. 

• To carry out such other duties as may reasonably be required from time to time to meet the evolving 
needs of the organisation. 

• Embrace a willingness to experiment with new methods and approaches / initiative taken. 
 

 



 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Person specification 
Our Purpose 
The South Westmorland Multi-Academy Trust and Dallam School is committed to providing a rich and balanced 

educational environment which caters for the whole person - academically, vocationally, socially, morally, physically, 

emotionally and environmentally. Our task is to serve our students as well as to provide a learning hub for the entire 

community. In this way we will raise aspirations, unlock potential and work to achieve excellence through encouraging 

a ‘can do’ culture which nurtures confident and competent people.    

 
The criteria below will be assessed using a combination of the letter of application, interview process and 
references. Candidates will be expected to completed a number of technical tasks at interview in order to assess 
their competence. 
 

Criteria Essential Desirable 

Qualifications 

Educated to degree level √  

Professional operational or finance related qualification (i.e. CIMA, CIPFA, DSBM, 
ADSBM, CIPD or equivalent) 

√  

Knowledge, Understanding & Experience 

In depth knowledge of statutory requirements, procedures and regulatory 
requirements relating to academies 

√  

Experience of managing significant financial resources with a good appreciation of 
relevant regulatory frameworks, including a proven track record of successful budget 
management 

√  

Experience of managing payroll and HR  √  

Knowledge and experience of acquiring grant funding  √ 

Experience in project management √  

Experience of effectively managing a team √  

Experience of communication with contractors at all levels of the organisation and the 
ability to negotiate and act on behalf of the site in relation to contracts. 

√  

Experience of delivering high quality customer services, with the demonstration of a 
strong understanding of how to respond to differing stakeholders’ needs 

√  

Experience of developing good working relationships (e.g. partnerships) with 
colleagues from different parts of a company, showing understanding of the 
interdependencies that affect the work of other staff/teams in an organisation 

√  

Skills & Abilities 

Strong persuasive, influencing and interpersonal skills with the ability to communicate 
clearly and confidently at all levels 

√  

Excellent skills in strategic planning and strategic management of financial resources √  

Clear analytical skills to allow the exploration, evaluation and interpretation of 
information and opinions and utilisation of management information systems 

√  

Strong decision-making skills with the ability to make decisions and recommendations 
based on the analysis of options 

√  

Good leadership skills and ability to inspire and challenge colleagues √  

Capable of delegating, motivating across different areas and guiding team effort 
towards efficient productivity and meeting objectives 

√  

Ability to prioritise workloads in the face of conflicting demands, using own judgment 
to ensure the work is completed to time and deadline 

√  

Evidence of ability to provide a high level of all of the following: professional judgment, 
confidentiality, diplomacy, cultural awareness and sensitivity, when liaising with staff, 
students and other key stakeholders 

√  

 



 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Person Specification – Continued 
Excellent ICT skills including a good level of competence in Microsoft Office   √  

A good capacity for data management and the ability to quickly become familiar with a 
Management Information System  

√  

The postholder must have an appreciation and general understanding of the Data 
Protection Act, Safeguarding legislation, the Equality Act and Codes of Ethics for 
confidentiality 

√  

A willingness to attend all necessary training for the post and maintain a high level of 
up-to-date knowledge 

√  

Effective Behaviours 

Seeing the Bigger Picture: Understand what your responsibilities are and how these 
contribute to the priorities of your team. Consider the varied impact your work could 
have on individuals with different needs and from other backgrounds. Gather 
information from both inside and outside of the Trust to inform your area of work 

√  

Changing and Improving: Review ways of working and suggest improvements, 
including how to make full use of new digital technologies. Learn new procedures and 
help colleagues to do the same. Query any issues that arise from changes in a suitable 
way. Respond in an effective and appropriate manner when emergencies arise. 

√  

Making Effective Decisions: Use guidance, analyse relevant information and ask 
colleagues for input to support decision making. Identify and deal with any errors or 
gaps in information before making a decision. Consider the diverse needs of those 
affected by decisions and how it will impact them. Provide advice and feedback to 
support others in making accurate decisions. Ask others to clarify decisions when 
confused and query any issues that arise constructively 

√  

Leadership: Show enthusiasm for your work and take personal accountability for your 
role. Demonstrate responsibility for your own objectives. Act in a fair, inclusive and 
respectful way when dealing with others. Be considerate and understanding of other 
people’s points of view. Understand and support the objectives of the wider team. 
Demonstrate consideration of the wider consequences of own actions 

√  

Communicating and Influencing: Put forward your views in a clear, constructive and 
considerate manner. Use an appropriate method of communication for each person 
such as an email, telephone call or face-to-face, taking into consideration their 
individual needs. Use plain and simple language, being careful to check written work 
for errors. Consider the impact of language used on different groups of stakeholders. 
Remain honest and truthful when explaining opinions. Listen and ask questions to 
ensure your understanding 

√  

Working Together: Proactively contribute to the work of the whole team and remain 
open to taking on new and different roles. Get to know your colleagues and build 
supportive relationships. Listen to alternative perspectives and needs, responding 
sensitively and checking understanding where necessary. Ask for help when needed 
and support others when the opportunity arises. Be aware of the need to consider 
your own wellbeing and that of your colleagues. Understand that bullying, harassment 
and discrimination are unacceptable 

√  

Developing Staff and Others: Identify gaps in your skills and knowledge and make 
plans of how to develop these. Take time to achieve development objectives. Listen to 
and act on feedback from colleagues to find areas you can develop. Share knowledge 
and skills learnt with colleagues to contribute to the learning and development of the 
whole team. 

√  

Managing a Quality Service: Gain a clear understanding of pupil/student needs. Plan, 
organise and manage your own time to deliver a high-quality education to 
pupils/students. Act to prevent problems by identifying issues, reporting them and 
providing solutions. Keep colleagues up to date with progress. 

√  

Delivering at Pace: Always work with focus and pace to get the job done on time and 
to a high standard. Follow the relevant Trust policies and procedures. Use own 
knowledge and expertise to organise work. Keep focused on delivery and take 
responsibility for the quality of work produced. Keep a consistent level of personal 
performance. Keep managers and stakeholders updated on how work is progressing. 

√  

 



 
  Person Specification – Continued 

 
Personal Qualities 

Candidates should be self-starters, have energy and enthusiasm for education and an 
educational environment and be able to work with a wide range of people, often under 
pressure 

√  

Emotional resilience √  

Work constructively as part of a team as well as initiative to drive own workload √  

The capacity to attend evening meetings as defined in the job description √  

A smart and professional personal appearance √  

Strong commitment to the ethos of Dallam School √  

Empathy for the needs of parents/carers √  

Willingness to engage in further training  √  

The ability to ensure a sensible work life balance √  

Level headedness √  

A sense of humour, flexibility and proportion to approach the post in a well-balanced 
way 

√  

 
While the list above is exacting, it is understood that different qualities will be exhibited to different degrees. 

 

 



 
  

How to apply 
 

We strongly encourage you to visit the school before you apply for the post.  

If you would like to discuss the position with the Headteacher, Mr Steven Henneberry, please 

contact him by email: s.henneberry@dallamschool.co.uk 

 

If you decide to apply for the post, please note the following important information:  

 

Please read the Guidance Notes carefully before completing the Application Form and 

ensure that you fill in all sections. Please contact the school if you require the application 

form in an alternative format.  

 

Along with the Application Form, please write a covering letter of no more than two sides. 

Please include the following; 

 

• A statement about why you are applying for this particular post  

• An outline of relative experience 

• How your personal and professional qualities make you suitable for the role  

 

Closing date: Friday 22nd May 2026 

 

We will try to contact all applicants selected for the interview process by telephone initially. 

This will be followed up by a formal invitation and further information about the process the 

following day. We will contact all applicants, even if where the application was 

unsuccessful.  

 

The interview process: week commencing 25th May 2026 

 

Information that you provide for the purpose of your application will be used as part of the 

recruitment process. Any data supplied will be held securely and access restricted to those 

involved in dealing with the recruitment process. Once this process is complete, the data 

relating to unsuccessful candidates will be stored for a maximum of 6 months and then 

destroyed. If you are successful, your application form will be retained and form the basis of 

your personnel record. 

 

We will also undertake online searches in accordance with our responsibilities under 

keeping children safe in education. An enhanced check with the disclosure and barring 

service will be undertaken for this post. 

 

 

If you require further information or wish to discuss any issues, please do feel free to get in 

touch with Sharne Morgan, Finance and HR Officer, as a first contact – 

015395 65168, s.morgan@dallamschool.co.uk 

 

 

For further information, please visit: 

www.dallamschool.co.uk        www.southlakesfederation.co.uk 

 

 



 


