SCHOOLS BUSINESS
MANAGER [SBM]

RECRUITMENT
PACK 2025

‘Honeywell Schools
Federation

1 | [

A commuwﬂtg that
cares about
excellence, wonoler
and Learning for life




A community that cares about excellence, wonder and learning for Life

‘Honeywell Schools
Federation

Welcome to Honeywell Schools

Thank you for your interest in this vacancy at our schools.

Honeywell Infant and Junior Schools are situated south of the river in Central London, sharing a large
Victorian building. There are 300 children, aged 3 to 7 years in the Infant school and 330 children, aged 7
to 11 years in the Junior School. The schools sit between Wandsworth and Clapham Commons and have
good transport links with a short walk from Clapham Junction overground station and Clapham South
tube station.

Our two schools are a Federation with one Governing Body and share the same premises. We work very
closely to offer continuity of progression throughout the primary years. Many support services are
shared between the two schools, for example the office, premises and in house catering teams.

We have a well-deserved reputation for high academic achievement and offer a strong start to each and
every child’s education.

With around eight world religions represented and over 40 languages spoken by children of 30
nationalities, we have a wonderful school community comprised of a range of diverse individuals.

By becoming part of our staff team, you will be joining a compassionate and committed community, who
put our pupils at the heart of everything we do.

Please explore our website and make a time to come and meet us and see us in action. We are happy
to answer any queries you may have, just email Head Teacher Jo Clarke at
jo.clarke@honeywell.wandsworth.sch.uk or call the school office 020 7228 6811 and we will get back to
you.

Very best wishes

Jo Clarke Jane Neal Fiona Arnold

Head of the Junior School Co-Head of the Infant School Co-Head of the Infant School
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SCHOOL BUSINESS MANAGER REQUIRED

We are looking for a highly qualified and skilled individual to join our team. This post is unique as it requires the
successful candidate to confidently manage the finance and administration of two highly successful Foundation
schools to ensure effective use of the schools’ resources, environmental sustainability and delivery of improvement.

Grade: P06 Point 42 — 43
Salary: £55,710- £56,733 depending on experience
Reporting to: Head Teachers and Governing Body
Contract: Permanent, full time, all year round with holiday flexibility
Flexible start date, ideally between the start of July and before the end of August 2025

We can offer:
Wonderful pupils who are at the heart of everything we do

Opportunities for further developing skills and practice in innovative ways
An opportunity to support the strategic direction of the school

Bought in quality support from the Local Authority

A wonderfully proactive PTFA and knowledgeable Governing Body

The successful candidate will have a key role in:
Leading, developing and coordinating support services and providing high-
quality solutions
Ensuring the effective management, reporting and recording of finances,
including budget planning and monitoring
Procuring goods and services on a value-for-money basis to support education
delivery within the context of regulatory frameworks and legislation
Ensuring that services drive sustainability, support teaching and learning and
community engagement
Ensuring regulatory and legal compliance in Human Resources by managing,
supporting and developing staff
Supporting the development of a marketing and communication strategy
which promotes the schools’ aims and goals especially in pupil recruitment,
stakeholder engagement and maximising income generation

Honeywell Infant and Junior Schools are committed to safer recruitment practices and to safeguarding and promoting
the welfare of all children. All candidates should be aware that we follow safer recruitment policies and procedures
so references will be taken up prior to interview. We are committed to equality of opportunity and we are an equal
opportunities employer.

For further details and to register interest, please contact Head Teacher Jo Clarke -
jo.clarke@honeywell.wandsworth.sch.uk who will answer any queries and arrange for an application pack.

e Closing Date: midday Tuesday 20" May 2025
¢ Interviews: Week beginning 2" June 2025
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click here for school video

SCHOOL BUSINESS MANAGER JOB DESCRIPTION

Job Title: Schools Business Manager
Reporting to: Head Teachers and Honeywell Federation Governing Body
Grade P06 Point 42 — 43 £55,710- £56,733 depending on experience. Full time all year round

Line Management: The Administrative and Finance Team [4 FTE], Premises Team and In House Catering Team

Core Purpose of Post

To be the leading support staff professional and work as part of the two Senior Teams to assist the Head Teachers
in their duty to ensure that the schools meet their educational aims and actively support and have due regard for
the ethos of the schools.

NOTE: all references to “school support staff” in this document refer only to non - class-based members of the
support staff team.

Purpose of Post

To be responsible for strategic planning, research and analysis and subsequent implementation to support
school improvement and high performance.

To advise on financial implications and consequences in order for both schools to make the best possible use of
resources available and to keep abreast and advise on current government and Local Authority financial policy
and procedures.

To promote and articulate 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 schools’ learning
objectives,

Together with members of both Senior Leadership Teams and Governing Bodies, develop and implement school
policies and procedures, to meet both schools’ needs through self-evaluation and action planning and ensuring
appropriate staff and community consultation.

To develop and implement a Marketing Strategy for both schools to maintain their profiles within the wider
community and attract additional funds for both schools.

To recommend, develop and implement new procedures and office systems to meet the changing needs of the
schools.

To share in the responsibility for safeguarding and promoting the welfare of children and young people and to
follow all associated child protection and safeguarding policies as adopted by the schools and Local Authority.
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Main Duties/ Responsibilities

A. Leadership & Management

Participate in and present in Strategic Leadership meetings, Full Governing Body and appropriate
Governors’ sub-committee meetings offering financial, premises and personnel support and advice as
required.

Provide information including the annual budget statement, CFR Return, Financial Summary and
Statement of Internal Control.

Plan and manage change in accordance with the schools’ development/strategic plans.

Lead and line manage both schools’ support staff including assisting in the creation and implementation of
recruitment, induction, appraisal, training and monitoring of systems for these staff.

B. Financial Resource Management

Be responsible for the effective financial management of both schools ensuring compliance with all
financial regulations and legal requirements.
Evaluate information and consult with the Leadership and Governors to prepare a realistic, balanced and
sustainable budget for the schools” activity in the short, medium and long term
Submit the proposed budgets to the Head Teachers and Governors for approval, assist the overall
financial planning process and ensure the school is always audit ready.
Discuss, negotiate and agree the final budgets.
Use the agreed budgets to actively monitor and control performance to achieve value for money and
advise the Head Teachers/Finance Committee of possible under/over spending whilst providing options
for varying expenditure.
Ensure all returns are submitted in a timely fashion to external stakeholders.
Ensure all expenditure is correctly coded to ensure maximum use of all budgets and grants and provide
ongoing budgetary information to relevant people.
Advise the Head Teachers and Governors if fraudulent activities are suspected or uncovered.
Maintain a strategic financial plan that will deliver the schools’ development plans and will forecast
future year budgets.

. Identify additional finance required to fund the schools’ proposed activities.

. Seek and make use of specialist financial expertise.

. Maximise income through lettings and other activities.

. Manage procurement and be responsible for securing relevant sponsorship.

. Maintain assets register, inventory and contracts register

. Select types of investments which are appropriate for the schools, taking account of risks, views of
stakeholders and identify possible and suitable providers in order to maximise return.

. Ensure preparation of work specifications for tender and assist with the selection of contractors.

. Put formal finance contracts and agreements in place with suitable providers for agreed amounts, at
agreed times and appropriate agreed costs, repayment schedules and ensuring best value.

. Monitor the effectiveness and implementation of agreements.

. Ensure the proper collection, reconciliation and banking of any monies received by the schools including
online/electronic payments.

. Be responsible for seeking professional advice on insurance and advising the Governors on the
appropriate insurances for the schools, implementing the approved insurances and handling any claims
that arise.
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C. Administration Management

Manage the whole schools’ administrative function and lead all support staff.
Be responsible for the systems and general management of the schools’ administrative and financial
computer network.
Design and maintain administrative systems that deliver outcomes based on the schools’ aims and goals.
Manage systems and link processes that interact across the schools to form complete systems.
Define responsibilities, information and support for staff and other stakeholders.
Develop process measures that are affordable and that will enable value for money decisions for those
managing resources.
Use data analysis, evaluation and reporting systems to maximum effect by ensuring systems are
streamlined to maximise efficiency and avoid duplication.
Benchmark systems and information to assess trends and make appropriate recommendations.
Prepare and submit information for publications and returns for the DfE, LA and other agencies and
stakeholders within statutory guidelines.

. Ensure compliance of public domains such as the website and ensure the single central record is
monitored and OFSTED ready

D. Management Information Systems & IT

Consult with relevant people and other parties to introduce new technology or improve existing
technology.

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

Communicate the strategy and relevant policies, including Data Protection, with specific reference to
GDPR requirements.

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

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

Ensure contingency plans are in place in the case of technology failure, including an up-to-date business
continuity plan.

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

Be responsible for obtaining the necessary licenses and permissions and ensuring their relevance and
timeliness.

Maintain the security of both schools’ information and ensure that the IT is a safe environment for
children.

E. Human Resource Management

Manage the payroll services for all the schools’ staff including the management of pension schemes and

associated services.

Oversee the completion of all new starter paperwork and other documents relating to staff employment
and maintain the Personnel database.

To liaise with Head teachers on personnel issues.

To liaise with external organisations to ensure that the appropriate clearance for new staff is received —

medical checks, DBS checks and obtainment of employment references.

To be responsible for the maintenance of confidential staff records.
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Ensure the schools’ equality policy is clearly communicated to all staff in school.
Ensure that all recruitment, appraisal, staff development, grievance, disciplinary and redundancy policies
and procedures comply with legal and regulatory requirements.
Manage recruitment, performance management, appraisal and development for all support staff.
Develop and direct the team to ensure deadlines are met in an appropriate way.

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

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

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

. Support the Schools’ strategic objectives and obtain information for workforce planning, including
recruitment.

F. Site Management

. To oversee the letting of the schools’ premises to outside organizations and the schools’ staff, and for the
development of all school facilities for out of school use, with particular reference to the local community.
. Toimplement risk management and loss prevention strategies in the schools to reduce risk insurance
costs.
. Ensure the supervision of relevant planning and construction processes is undertaken in line with
contractual obligations
. Ensure the safe maintenance and security operation of all schools’ premises
. Manage the maintenance of the schools’ site including the purchase and repair of all furniture and fittings
. To keep records of and to initiate regular fire practices and alarm tests. To ensure emergency procedures
are current and timely.
. Ensure the continuing availability of utilities, site services and equipment.
. Follow sound practices in estate management and grounds maintenance including organizing and upkeep
of playgrounds, gardens, all weather surfaces and drainage and to ensure the maintenance thereof.
. Monitor, assess and review contractual obligations for outsourced schools’ services.
10.Ensure a safe environment for the stakeholders of the schools to provide a secure environment in which
due learning processes can be provided.
11.Ensure ancillary services e.g., catering, cleaning, etc., are monitored and managed effectively
12.Manage the letting of the schools’ premises to external organisations, for the development of the
extended services and local community requirements.

G. Health & Safety

1. In conjunction with schools’ Premises Officer, act as the school’s Health & Safety Co-ordinator and Fire
Officer and be responsible for the management of Health and Safety within the Schools.

2. Support the schools’ Premises Officer to plan, instigate and maintain records of fire practices and alarm
tests.

3. Ensure the schools’ written health & safety policy statement is clearly communicated and available to all
people

4. Ensure the health & safety policy is implemented at all times, put into practice and is subject to review
and assessment at regular intervals or as situations change

5. Enable regular consultation with people on health and safety issues

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

7. 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 & Safety Executive

8. Ensure the maximum level of security consistent with the ethos of the school
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9. Oversee statutory obligations are being met for pupils, ensuring that financial and supporting agency
services are adequate for their diverse needs

Data Protection To be aware of the school and LAs responsibilities under the Data Protection Act 1984 for the
security, accuracy and relevance of personal data held on such systems and ensure that all
administrative and financial processes comply with this.

To maintain client records and archive systems, in accordance with departmental procedure,
policy and statutory requirements.

Confidentiality You are expected to treat all information acquired through your employment, both formally
and informally, in strict confidence. There are strict rules and protocols defining employees’
access to and use of the school’s databases. Any breach of these rules and protocols will be
regarded as subject to disciplinary investigation. There are internal procedures in place for
employees to raise matter of concern regarding such issues as bad practice of
mismanagement.

Equalities The schools and LA have a strong commitment to achieving equality of opportunity in its
services to the community and in the employment of people. It expects all employees to
understand, comply with and to promote its policies in their own work, to undertake any
appropriate training and to challenge racism, prejudice and discrimination.

The Schools Business Manager will also be expected to perform other, reasonable, tasks appropriate to the
role to meet the outlined purpose of the role.

This job description will be reviewed annually and may be subject to amendment or modification at any time
after consultation with the post holder. It is not a comprehensive statement of procedures and tasks but sets
out the main expectations of the schools in relation to the post holder’s professional responsibilities and duties.
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SCHOOLS BUSINESS MANAGER PERSON SPECIFICATION
This person specification relates to the requirements of the post as determined by the job description.
Please write a personal statement detailing how you meet the criteria below.
Key: E — Essential
D — Desirable
S — Demonstrated at Shortlisting
| — Demonstrated at Interview
EDUCATION — TRAINING/QUALIFICATIONS CRITERIA
School Business Manager specific qualification i.e., DSBM, CSBM. ADSBM or MSc E
School Business Management
Recognised management/business degree, NVQ 4 or equivalent related
professional accountancy qualification

Member of Institute of School Business Leadership or equivalent

Evidence of Continuing Professional Development

English and Mathematics to at least GCSE equivalent

EXPERIENCE CRITERIA

Managing strategic financial plans E

Managing budgets, financial reporting, procurement and fixed assets E

Managing change projects

Prioritise, plan and organise direct and co-ordinate the work of others, build,
support and work with high performing teams

Managing HR
Managing H & S

Several years’ experience working in an office environment at senior level

Managing within an educational environment

Managing at a Senior Management Team level

Using Access and Arbor platforms

PERSONAL QUALITIES CRITERIA

Highly developed interpersonal skills including influencing skills

Support and demonstrate commitment to the vision of the school

Support the Head teachers in the management of change and improvement in
pursuit of strategic objectives

Work as part of a team

Willingness to constructively challenge the work of self and others to continually
improve own and team performance

Ability to work under pressure and meet deadlines

Seek advice and support when necessary
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Deal sensitively with people and resolve conflicts

Be forward thinking, dynamic and embrace change

Be strategic, organised and clear thinking
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