Job Description

Job Title			School Business Manager	
	
Grade			PO2-PO3 – depending on experience

Conditions Of service	NJC

Responsible To		Head Teacher

Responsible For	Facilities’ manager, administrative staff and all external contracted staff

Special Conditions this post is subject to a higher level check with the Disclosure & Barring Service. There is a service requirement to occasionally work outside school hours and off the school site, as required by the school full time.

Job Purpose: As a member of the Senior Leadership Team, to take a lead in the planning, designing, organising, monitoring and evaluating of administrative systems within the school. To line manage office staff, facilities manager and all contracted staff on site. 
To oversee all elements of finance, develop strategies to generate income for the school, including marketing the nursery and implementing a wraparound provision for the nursery setting. To report to the Governing Body and complete and manage capital projects to support head teacher with the wider strategic aims of the school.

Responsibilities :
Financial Leadership

To be responsible, alongside the Headteacher, for the management of school budget and financial management system. To maximise the effective use of resources to support teaching and learning including:

· The preparation and management of the school’s three-year budget 
· The implementation of sound financial procedures, budget monitoring, financial accounting and reporting systems using SIMs FMS
· To ensure that financial systems adhere to statutory audit requirements 
· Preparation of documentation and evidence to support monthly finance meeting with Chair of Governors
· The development of financial operation and procurement manuals to assist and clarify budget holders responsibilities within the schools financial management system
· To be responsible for the development and management of income generation by identifying opportunities for additional funding and prepare and submit bids as required by Headteacher/Governors
· Create and manage the school budget in partnership with the head teacher to meet school, local and national financial procedures, guidelines, and requirements. Provide specific expertise in long-term strategic financial planning and management. 
· Oversee the office manager and admin support in the production of income management reports and completion of all financial returns as required within deadlines. 
· Report regularly to the Head Teacher & Governing Body for monitoring the School finances and any financial issues arising. Attending all meetings relating to Business & Resources.
·  Ensure the school makes the best possible use of resources through effective planning, considering all financial and other resource implications; develop a culture to achieve best value for money in all areas of expenditure; monitor costs of services and contracts to obtain maximum efficiency; benchmarking financial information for comparison and to assess trends in expenditure and make strategic recommendations. 
· Management and monitoring of all aspects of the School’s finance system including Payroll, bank reconciliation, raising invoices and reconciling income
· To oversee accurate and timely raising of monthly charges for extended wrap around care for school club and nursery, using parent pay for this purpose
· Manage the tendering for all relevant service contracts; monitor all insurance policies, with a view to cost effectiveness; and ensuring that the school maximises its potential from all stakeholders.
· Manage relevant SLA/contracts in relation to the provision of services and presentation of recommendations as a result of ongoing monitoring and evaluation of contracts to SLT and Governing Body.
· Provide advice and resolution for payroll & pension related staff queries 
· Liaise with the Local Authority to ensure financial and statistical returns for the DFE are produced and managed in accordance with agreed policies and timetables, including Schools Financial Value Standard (SVFS); maintain an up-to-date knowledge of statutory requirements in relation to Finance 
· Termly claims for nursery hours using Funding for Early Education Entitlement (Synergy – LCC) ensuring all 30 hour claims are updated to avoid gaps in funding
· Assist with PPG and Sports premium reporting
· Maintain and train staff on financial procedures to ensure that regulatory systems are in place and followed to adhere to the Local Authority Policies. 
· To co-operate, initiate and manage audit procedures as necessary for designated school accounts 
· To manage lettings and associated income, school licenses and insurance
· Management of parental debts in a supportive way, LA debt recovery collection for persistent debts.
· Resolve parent queries with regards to remissions and charging



Responsibilities: 
Personnel Management
· To hold regular meetings with superintendent and administrative staff to support and monitor their work, with the support and involvement of the Headteacher
· To liaise with contracted staff eg. Catering, Cleaning, IT and discuss areas to be reviewed/changed. Review contracts for this annually and meet with their area managers
· To undertake performance management and mentoring of managed staff as required
· To undertake all administrative duties pertaining to the recruitment of all staff and be safer recruitment trained for this purpose. To include section 128, prohibition, identity and right to work checks
· To carry out personnel management procedures, as appropriate
· To undertake any  training requirements as needed for the role or make arrangements for staff you manage and to be responsible for their continuing professional development (CPD) 
· To work as part of the team supporting and inspiring confidence and high standards in your colleagues
· To manage the Single Central register (SCR) including new applications and verification of ID. 
· Meet safeguarding governors at their request to review the SCR.
· To use all aspects of the ITrent system to record variations of staff pay, staff absence and general maintenance of staff records.  


Responsibilities:
Other
· To be responsible for the marketing, communication growth plan and administration for the nursery provision.
· To work with Head teacher and Early years team to develop and implement a wraparound provision for nursery age children, including set up robust financial and administrative procedures for the nursery wrap around provision
· To work with the wrap around management team to support the goal of the school to increase the usage of the nursery provision and in turn school income.
· To routinely access gov.uk to update the school profile and governance pages
· Year end routines on Apps such as WONDE, Reach More Parents, SIMs
· To upload all data relating to school census reporting to the local authority/collect, generating data from SIMs.
· To liaise with school website management company with updates ensuring clear guidance of requirements.
· To prepare all documents relating to Business & Resources agendas. To attend and report to Governing Body and any sub committees, as required
· To project manage larger works within school and liaise with contractors and architects, as necessary, ensuring all areas of compliance are adhered to.
· In conjunction with the Head teacher & Facilities Manager (FM) manage the school site. Meeting with FM regularly regarding maintenance of systems and procedures that will ensure the school building and grounds are well maintained and cleaned
· To be responsible for managing the administrative computer system and take a lead role in the development and maintenance of the school’s management and information system
· To undertake research and obtain information to make informed decisions
· To produce, respond to and organise correspondence with parents and external agencies
· To be responsible for completion of the submission of forms and returns, including those from outside agencies, i.e. LA, DfES and Ofsted – forms such as phonics screening, KS2 results and census returns.
· To assist with the development of school policies and procedures, as appropriate
· To attend meetings and provide full administrative service, as appropriate
· To prove detailed analyses and evaluation of data (including pupil data) and produce reports and information, as required 
· To demonstrate commitment to and actively promote all school policies and procedures
· To adhere to Data Protection and Freedom of Information policies

Generic responsibilities which would apply to all JDs 

To participate in appraisal, training and development activities as necessary to ensure up to date knowledge and skills

To improve own practice through observation, evaluation, discussion with colleagues and CPD programmes.

To work collaboratively with colleagues, knowing when to seek help and advice.

Contribute to the overall ethos, work, and aims of the school by attending relevant meetings, training days/events as requested.

Be aware of and comply with school and Leeds City Council policies and procedures e.g. child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person

Be aware of and support difference and ensure equality for all working in an anti-discriminatory manner, upholding and promoting the standards and equal opportunities of the school and Leeds City Council. 

Recognise and appropriately challenge any incidents of racism, bullying, harassment or victimisation and any form of abuse of equal opportunities, ensuring compliance with relevant policies and procedures and making sure the individual/s involved understand it is unacceptable.

The duties outlined are not meant as an exhaustive list and will also comprise any other duties within the spirit of the post commensurate with the job evaluation outcome for this post.

Qualifications

GCSE – minimum of 5 including Maths, English 
Diploma in School Business Management preferred but not essential.

PERSONAL SPECIFICATION 

ESSENTIAL REQUIREMENTS: It is essential that the Candidate should be able to demonstrate the following criteria for the post within the context of the specific role duties and responsibilities:  Candidates will only be shortlisted for interview if they can demonstrate on the application form that they meet all the essential requirements

Method of Assessment will be through one or more of the following Application Form, Test, Interview, and Certificate

Skills Required

Ability to pass information effectively, accurately and concisely between colleagues, partners and other agencies.

Ability to allocate and supervise the workload of staff

Ability to manage constant and often conflicting demands.

Ability to manage, lead and motivate staff.

Ability to manage budgets and advise and assist in budget monitoring.

Ability to manage the use of computer systems and large databases

Competent in the use of information technology.

Able to develop and monitor effective systems for performance management.

Ability to contribute to the strategic planning process within the specified area.

Ability to generate creative solutions for the development of the service.

Knowledge Required

Understanding of quality issues and the principles of customer care.

Understanding of how current social and political issues impact on service delivery.

Of the financial regulations, Leeds City Council and School staff instructions and their application and purpose.

Experience Required

Of providing leadership to, managing, and developing a staff group.

Of confidentiality and implementing customer care policies.

Of assessing workloads and working to deadlines.

Of working flexibly

Of working with constant and often conflicting demands.

Of managing change.

Behavioural & other Characteristics required

Committed to continuous improvement.

Ability to understand and observe the School and Leeds City Council’s Equal Opportunities Policy.

To carry out all duties having regard to an employee’s responsibility under the School and Leeds City Council’s Health & Safety Policies.

Willingness to actively participate in training and development activities to ensure up to date knowledge, skills and continuous professional development

DESIRABLE REQUIREMENTS: It is essential that the Candidate should be able to demonstrate the following criteria for the post within the context of the specific role duties and responsibilities:  Candidates will only be shortlisted for interview if they can demonstrate on the application form that they meet all the essential requirements

Skills Required

N/A

Knowledge Required

Of legislation relating to the provision of services for the Department’s service users.

A relevant management qualification.

Experience Required

Of developing new systems and monitoring their effectiveness.

Behavioural & other Characteristics required

N/A
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