Job description

	Job title: School Business Manager & Data Protection Officer
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	Department:                      Schools
Single Status Grade:
GLPC-I       Points 35-39  (£44,711 to £48,710)
Job Evaluation ID:





	1 Job purpose: 
The School Business Manager is the school’s leading support staff professional and works as part of the Senior Team to assist the Head Teacher in his/her duty to ensure that the school meets its educational aims.
The School Business Manager is responsible for providing professional leadership and management of school support staff in partnership with teaching staff, to enhance their effectiveness in order to achieve improved standards of learning and achievement in the school.

The School Business Manager promoted the highest standards of business ethos within the administrative function of the school and strategically ensures the most effective use of resources in support of the school’s learning objectives.

The School Business Manager is responsible for the Financial Resource Management/Administration Management/Management Information and ICT/Human Resource/Facility and Property Management.

The School Business Manager will act as Data Protection Officer for the school and will be responsible for monitoring compliance with current data protection law.  They will oversee the school’s data protection processes and advise the school on best practice.

	

	2 Principal duties and responsibilities:

	LEADERSHIP AND STRATEGY
1. Attend Senior Management/Leadership Team, Full Governing Body and appropriate Governors’ sub-committee meetings.
2. Negotiate and influence strategic decision making within the school’s Senior Management/Leadership Team.

3. In the absence of the Head Teacher take delegated responsibility for Financial and other decisions.

4. Plan and manage change in accordance with the school development/strategic plan.

5. To lead and manage all school support staff.

FINANCIAL RESOURCE MANAGEMENT
1. To be fully responsible for devising the school budget and the allocation to each department. 

2. Have the overall budget management responsibility for monitoring and providing detailed reports to the Headteacher/Governors/Senior Management Team, including preparation of final accounts and liaison with auditors.. 

3. Use the agreed budget to actively monitor and control performance to achieve value for money and undertake a regular audit of resources.

4. Identify and inform the Head Teacher and Governors of the causes of significant variance and take prompt corrective action.

5. Propose revisions to the budget if necessary, in response to significant or unforeseen development.

6. Advise the Head Teacher and Governors if fraudulent activities are suspected or uncovered.

7. Maintain a strategic financial plan that will indicate the trends and requirements of the school development plan and will forecast future budgets.

8. Identify additional finance required to fund the school’s proposed activities.

9. To identify need and manage procurement and be responsible for drafting bids, marketing and promotion of the school in order to secure relevant funding in a competitive environment and to maximise income generation within the ethos of the school.
10. To monitor and keep audit trails supporting and documenting expenditure relating to income received from external sources. To relay the relevant information to the income providers.

DATA PROTECTION
1. To advise the school and its employees about their obligations under current data protection law, including the General Data Protection Regulation (GDPR)

2. Develop an in-depth understanding of the school’s processing operations, information systems, data security processes, and administrative rules and procedures

3. To monitor the school’s compliance with data protection law, by:

a. Collecting information to identify data processing activities

b. Analysing and checking the compliance of data processing activities

c. Informing, advising and issuing recommendations to the school

d. Ensuring they remain an expert in data protection issues and changes to the law, attending relevant training as appropriate

4. Ensure the school’s policies are written and followed, through: assigning responsibilities to individuals; awareness-raising activities; co-ordinating staff training; and conducting internal data protection audits

5. Advise on and assist the school with carrying out data protection impact assessments, where necessary

6. Act as a contact point for the Information Commissioner’s Office (ICO), assisting and consulting where necessary, 
7. Act as a contact point for individuals whose data is processed (for example, staff, pupils and parents), including: including SAR and FOI requests

8. Advise the school if/when it should conduct an audit and which areas staff need training in
9. Report to the governing body on the school’s data protection compliance and associated risks

10. Undertake any additional tasks necessary to keep the school compliant with data protection law and be successful in the role
11. Work closely with other departments and services to ensure GDPR compliance, such as HR, Nottingham Schools Trust, Legal department, IT
ADMINISTRATION MANAGEMENT
1. Manage the whole school administrative function and lead all support staff.

2. Design and maintain administrative systems that deliver outcomes based on the school’s aims and goals.

3. Manage systems and link processes that interact across the school to form complete systems.
4. Define responsibilities, information and support for staff and other stakeholders.

5. Develop process measures that are affordable and that will enable value for money decisions for those managing resources.

6. Establish and use effective methods to review and improve administrative systems.
7. Use data analysis, evaluation and reporting systems to maximum effect by ensuring systems are streamlined to maximise efficiency and avoid duplication.

8. Benchmark systems and information to assess trends and make appropriate recommendations.

9. Prepare information for publications and returns for the DfES, LEA and other agencies and stakeholders within statutory guidelines.

MANAGEMENT INFORMATION SYSTEMS AND ICT
1. Consider approaches for existing use and future plans to introduce or discard technology in the school.

2. Consult with relevant people and other parties to introduce new technology or improve existing technology for different purposes.

3. Ensure that the school has a strategy for using technology aligned to the overall vision and plans for the school ensuring value for money.

4. Communicate the strategy and relevant policies, including Data Protection for use of technology across the school.

5. Establish systems to monitor and report on the performance of technology within the school.

6. Ensure resources, support and training are provided to enable work colleagues to make the best use of available ICT including teaching, learning and assessment systems.

7. Ensure contingency plans are in place in the case of technology failure.

8. Ensure data collection systems providing information to stakeholders are streamlined to maximise efficiency of the data supplied.

HUMAN RESOURCE MANAGEMENT
1. Manage the payroll services for all school staff including the management of pension schemes and associated services.

2. Ensure the school’s equality policy is clearly communicated to all staff in school.

3. Ensure that all recruitment, appraisal, staff development, grievance, disciplinary and redundancy policies and procedures comply with legal and regulatory requirements.

4. Manage recruitment, performance management, appraisal and development for all support staff.

5. Monitor the relevant legal, regulatory, ethical and social requirements and the effect they have on your school and staff.

6. Ensure people have a clear understanding of the policies and procedures and the importance of putting them into practice.

7. Monitor the way policies and procedures are actioned and provide support where necessary.

8. Seek and make use of specialist expertise in relation to HR issues.

9. Evaluate the school’s strategic objectives and obtain information for workforce planning.

FACILITY AND PROPERTY MANAGEMENT
1. Ensure the supervision of relevant planning and construction processes is undertaken in line with contractual obligations.

2. Ensure the safe maintenance and security operation of all school premises.

3. Monitor, assess and review contractual obligations for outsourced school services.

4. Ensure ancillary services eg catering, cleaning, etc are monitored and managed effectively
5. Manage the letting of school premises to external organisation, for the development of the extended services and local community requirements.

6. Seek professional advice on insurance and advise the SMT on appropriate insurance for the school and implement and manage such schemes accordingly.
HEALTH AND SAFETY
1. Enable regular consultation with people on health and safety issues.

2. Ensure systems are in place to enable the identification of hazards and risk assessments.

3. Ensure systems are in place for effective monitoring, measuring and reporting of health and safety issues to the Senior  Team, Governors and where appropriate the Health and Safety Executive.

4. Ensure the maximum level of security consistent with the ethos of the school

5. Oversee statutory obligations are being met for pupils with special educational needs, ensuring that financial and supporting agency services are adequate for their diverse needs.

	

	3 All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	

	4 This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	5 Numbers and grades of any staff that may be supervised by the post holder:

	1 x Whole School Administrator – Grade F

1 x School Administrator – Grade D

1 x Admin Assistant – Grade C

1 x Site Manager – Grade E

1 x Senior Breakfast Club Supervisor – Grade C

2 x Breakfast Club Assistants – Grade C and Grade D

4 x SEND TA’s – Grade C

1 x Senior MDSA – Grade C

12 x MDSA’s – Grade A

	

	6 Post holder’s immediate supervisor: 

	Prepared by/author: 

Date


	Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.

I understand and accept the job duties and responsibilities contained in this job description.

Signature:







Date:


Person specification
	Job title: School Business Manager & Data Protection Officer



	Department:                      Schools
Single Status Grade:
GLPC-I
Job Evaluation ID:



	Areas of 

responsibility
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Technical Knowledge

Full working knowledge and experience of using and developing complex financial systems and procedures.

(
(
(
(
(
Full working knowledge of relevant financial regulations and associated legislation.

A working knowledge of relevant employment policies/codes of practice and associated legislation and procedures.

Understanding of the legal implications of Child Protection issues and procedures.

In depth knowledge of national and European data protection laws and practices including the GDPR, Data Protection Act 1998 and Data Protection Act 2018
Knowledge of information security and data processing principles and good practice
Experience of managing data protection compliance, particularly responding to subject access requests
Detailed knowledge of national and local policies, initiatives and strategies relating to Education (i.e. DfES) and experience of designing and implementing school policies
An in depth understanding of facilities management and related issues such as health and safety, risk assessments.

Business management and technical skills
Hold a Masters’ Degree in Business Management or knowledge and skills equivalent to this.  

Experience of working as part of a senior management team and providing professional leadership.
Ability to effectively devise, manage, and monitor a budget.

Ability to develop and manage effective administrative systems.

Ability to undertake research and analysis to present findings to an audience (i.e. Senior Management Team and/or Governors). 

Experience of writing reports, both statistical and factual.

Experience of and ability to manage projects. 

Ability to and experience of marketing and promotion. 

Experience of managing resources, including ordering, receipting, auditing, cataloguing and co-ordination of maintenance of equipment.

Experience of handling commercial licences, insurance and service contracts.

High level of ICT skills, including use of Microsoft Word, Excel, and setting up of databases and financial systems.

Experience of preparing and developing business plans.  Ability to draft rafting sponsorship bids and/or procurement of resources.

High level of literacy and numeracy skills.

Communication and Organisational Skills
Proven ability to and experience of managing and developing staff. 

Proven ability to persuade, motivate, negotiate and influence, including development of partnerships.
Ability to communicate with a range of people including Senior Management Teams, Governors, parents and children.
Good organisational skills with the ability to prioritise work to meet deadlines.

Work to promote mutual respect and good relations

Awareness, understanding and commitment to the pursuit of equality of opportunity in terms of service delivery and employment practice.

Awareness of the needs of schools in a multi-cultural environment.

Commitment to the City Council’s equal opportunity policies

Work Related Circumstances

Willingness to attend governing body meetings.

Willing to follow the City Council’s no smoking policy.



	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence

	


