[image: ]
[image: ]	Page10


[bookmark: _gjdgxs]







[bookmark: _Hlk137473645]


[image: N:\ceg-data\Resourcing and Reward\Education - North Yorkshire Coast Opportunity Area Rec & Mkt Programme\Document Library\All Logos\Gladstone Road Logo.png]



Gladstone Road Primary School

School Business Manager
Recruitment Information Pack


[image: ]


Contents

About the School	3
Application Process	5
Job Description and Person Specification	7 
Applying for a job with North Yorkshire Council	11





	

































Gladstone Road Primary School

I am delighted you are interested in joining our team here at Gladstone Road Primary School. You will be joining a highly ambitious, aspirational group of professionals who are raising standards and significantly improving the life chances of the children of Scarborough and the Yorkshire Coast. 

Our motto ‘Learning to Succeed’ is at the heart of everything we do. We live the values necessary for children to contribute positively to the world they will inherit and lead one day. Our children feel valued and accepted as individuals.  Our aim is that they will be able to function in the wider community in which they have respect for themselves, others, and their environment.

We are fortunate to have a school environment that mixes the traditional school feel along with making sure we have a tailored and creative curriculum that allows us to give our children the opportunities that they deserve.

Staff morale is high, and we have a commitment to recognise individual potential and to provide support, CPD and training for colleagues joining our school at all levels; you will never feel unsupported or alone in our school. 

As a school we are secure and share resources, teaching, curriculum ideas and partnerships with other schools to maximise the benefits to our children, staff and the community.

Our very creative staff have a love of teaching and we are looking for a future member of our team who can develop a sense of awe and wonder in children. The children at Gladstone Road are delightful, happy, confident and energetic. They are passionate about their learning, be it in the traditional classroom or through other areas of the curriculum such as dance, art, PE and music. We are looking for someone who can embrace all aspects of the curriculum as well as literacy and numeracy.

We are really proud of our school and the progress we are making. Please take the time to come and visit is – we’d love to show you around.

All posts at Gladstone Road Primary involve at all times, a view to further the mission, values and strategic aims of the school; accepting responsibility for the implementation of school policy, procedures and other guidance, as set out in the Staff Handbook and elsewhere; working positively, flexibly and co-operatively both with colleagues and as appropriate with those outside school; and the setting of high standards.    

All roles involve responsibilities and expectations as set out in the appropriate national standards and in the school's role specifications and documentation.  

All members of staff are expected to promote and safeguard the welfare of students in accordance with the Safeguarding Children in Education Act, including maintaining clear professional boundaries in all relationships; to promote an anti-racist, multi-cultural approach; in line with school policy. Additional duties may be asked of members of staff by the Head teacher as occasion requires.

The generic role specifications below are offered in good faith as a guide to professional practice in the expectation that staff will seek to approach them in a professional manner.  All role specifications are subject to revision in the light of changing circumstances. 

Good luck with your application!


Garry Johnson (Headteacher)
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Application Process

Please apply online via NYC jobs

The closing date for all applications is 11:59pm, Thursday 9th July 2026

Interviews will be held on Wednesday 15th July

Application forms must be completed in full – CV’s are not accepted

Please contact us if you need an application form in a different format.   

An email will be sent to shortlisted candidates with details of the interview process / support if unsuccessful in your application. 


Queries / Visits
Please contact Chloe Bullen on 01609 536 964 or via chloe.bullen@northyorks.gov.uk
Chloe has been engaged to support us with recruiting to this exciting opportunity.

When applying please take into account the following:


Employment History
In line with KCSIE requirements, please complete your full employment history to ensure any gaps in your education and career history are accounted for. 


Suitable References
When completing your application, please provide two employment referees. Generally, this should be your current and most recent Headteacher or line manager. Please note if your former Headteacher or line manager has since left, please use an alternative current senior staff member as they need to be in post at your former location to be able to confirm your details in full.   

Unfortunately, we cannot accept personal references or personal email addresses.

Please get in touch for any queries if you are unsure.


Supporting Information
The supporting information section of your application should clearly evidence your ability to meet the requirements we have outlined in the job description & person specification. This will be used to shortlist applicants for this role and therefore it is imperative that you provide evidence as requested.


Job Description 

	Post title:
	School Business Manager

	Grade:
	L

	Responsible to:
	Head Teacher

	Staff managed:
	Manages a team of support roles

	Directorate:
	Children and Young People's Service

	Job family:
	P&T - Professional & Technical 

	Date of issue:
	August 2023


	Safeguarding Statement 

	· Works within the busy school environment, managing the administrative aspects of procurement, premises, personnel and finance to ensure the smooth running of the school
· Enhanced DBS Clearance required



		Job Purpose:
	To provide support to the head-teacher and governors in the strategic and day to day management of the school budget, administration, and site (s)

To provide support to the head-teacher in the day-to-day management of the school office and site

To lead and manage a team of support staff and take a lead role in personnel matters

Manages the contracts for the school eg catering, cleaning, caretaking 






	Operational management:
	· To provide information analysis to support school planning and improvement
· To review and assess school priorities for planning, preparing, and forecasting school budget
· To continually analyse information to ensure cost efficiency
· To provide comprehensive management and support to Head-teacher for the effective development and control of the school’s financial growth, income generation and contract coordination
· Leads on development of administrative and financial systems in their area of responsibility
· Responsible for submitting returns on time
· Write reports as required for the head-teacher and/or governors 
· Negotiate, manage, and monitor contracts, tenders and agreements always ensuring best value


	Resource management:
	People Management 
· Line manages a small team of support staff, including recruitment, performance management, training and supervising
· Responsible for personnel/HR matters for staff within the school
· Attend staff meetings and training days 
· Highlight additional training and supervision needs to build on your skills and knowledge
· Development and implement of HR policies 
· Set clear targets and challenge underperformances where appropriate 

Financial Management 
· To take delegated responsibility for financial decisions following appropriate discussions with Headteacher
· To take responsibility for preparing estimates of income and expenditure, budget monitoring, preparing final accounts and maximising income generation
· To be responsible with the Head-teacher of a school budget by forecasting, distributing and monitoring the budget as well as provide financial advice

Premises Management 
· To support the Headteacher in responsibility for the school site and buildings, their maintenance, development and efficient use, including lettings for income generation 
· To take delegated responsibility for premises decisions following appropriate discussions with Head-teacher 
· To identify aspects of school premises which require improvement and/or refurbishment 
· Project management of building works


	Strategic management:
	· Assist in income generation activities, by promoting and marketing the school
· To investigate new streams for funding and submit bids as appropriate
· Assists in identifying risks and involved in contingency planning 
· To maintain and update 5-year development plan
· To ensure that the school is fully prepared to meet and maintain the Financial Management Standards
· Contribute to the development of policies for their areas of responsibility
· Make the best possible use of resources through effective planning, considering all financial and other resource implications


	Communications:
	· Establish good working relationships and communicate effectively with all staff, pupils, contractors and external partners
· Responsible for the effective communication with all support staff, holding regular team meetings with managed staff
· To represent support staff at relevant meetings 

	Systems and information:
	· Monitors and contributes to the effective management of technologies and systems
· Responsible for maintaining accurate records for the school

	Safeguarding:
	· Know about data protection issues in the context of your role
· Understand that different confidentiality procedures may apply in different contexts
· Be responsible for promoting and safeguarding the welfare of children and young people that you come into contact with  

	Data Protection
	· To comply with the school’s policies and supporting documentation in relation to Information Governance this includes Data Protection, Information Security and Confidentiality

	Health and Safety
	· Be aware of and implement your health and safety responsibilities as an employee and where appropriate any additional specialist or managerial health and safety responsibilities as defined in the Health and Safety policy and procedure 
· To work with colleagues and others to maintain health, safety and welfare within the working environment
· Take a lead role in health & Safety management, ensuring effective risk management 

	Equalities
	· Ensure services are developed and delivered in accordance with the aims of the Equality Policy Statement in response to the needs and aspirations of service users
· Develop own understanding of equality issues 

	Flexibility
	· North Yorkshire Council provides front line services, which recognises the need to respond flexibly to changing demands and circumstances. Whilst this job outline provides a summary of the post, this may need to be adapted or adjusted to meet changing circumstances. Such changes would be commensurate with the grading of the post and would be subject to consultation.  All staff are required to comply with Council Policies and Procedures  

	Customer Service
	· The Council requires a commitment to equity of access and outcomes, this will include due regard to equality, diversity, dignity, respect and human rights and working with others to keep vulnerable people safe from abuse and mistreatment
· The Council requires that staff offer the best level of service to their customers and behave in a way that gives them confidence Customers will be treated as individuals, with respect for their diversity, culture and values  
· Understand your role and its limits, and the importance of providing care or support






	Person Specification:
	

	Essential
	Desirable

	· Detailed knowledge of financial management, including budget management 
· Knowledge of premises management, contract management and HR procedures
· Knowledge of child protection procedures and a commitment to safeguarding pupils
· Knowledge of procurement procedures
· Experience of managing/supervising staff
· Experience / knowledge of financial management experience 
· Administrative experience 
· Experience / knowledge of Premise Management 
· Experience / knowledge of data inputting systems
· Experience / knowledge of dealing with and overseeing several budgets at one time
· Experience of income generation and fundraising

	· Knowledge of employment legislation
· Knowledge of Health & Safety legislation 
· Contract Management experience 
· Experience of submitting bids for funding


	Occupational Skills
· Good ICT skills
· Ability to manage the school budget on both a strategic and day to day level
· Ability to lead and motivate a team
· Proven project management skills
· Analytical skills
· Excellent negotiation skills
· Report writing skills
· Ability to make decisions 
· Attention to detail, neatness and accuracy
· Good Organisational and time management skills
· Ability to work as part of a team
· Flexible and committed
· Confidentiality

	

	Behaviours 
· link
	

	Professional Qualifications
· Business/administration qualification or relevant experience 
	· Certificate of School Business Management or equivalent
· Diploma of School Business Management

	Other Requirements
· To be committed to the school’s policies and ethos
· To be committed to Continual Professional Development
· Motivation to work with children and young people
· Ability to form and maintain appropriate relationships and personal boundaries with children and young people
	


[bookmark: _Hlk152256788]APPLYING FOR A JOB WITH NORTH YORKSHIRE COUNCIL
IMPORTANT ADVICE ON COMPLETING THIS APPLICATION

Your application form plays an important part in your selection.  Please ensure you address all the essential requirements listed in the specifications.  The following advice should help you to complete the application form as effectively as possible.
Data Protection
The information that you state on this application form will be used by the school and the Council to consider you for a job vacancy. To find out about how we use your personal data for the purposes of recruitment please see our Privacy Notice at www.northyorks.gov.uk/working-us.

Rehabilitation of Offenders
The post you are applying for requires you to have an enhanced Disclosure and Barring Service criminal records check for work with children, with a barred list check if you work in regulated activity.  This check for disclosure of criminal history will include spent convictions, pending prosecutions / current court proceeding and police enquiries.  

[bookmark: _Hlk149753594]Should you be shortlisted, you will be asked to disclose full details of your criminal history prior to your interview. This includes any information deemed relevant as part of Keeping Children Safe in Education which may arise in an online search undertaken on shortlisted candidates. This information may be discussed with you at your interview in order to assess job related risks, but we emphasise that your application will be considered on merit and ability and you will not be discriminated against unfairly.  Failure to disclose this information will result in any offer of employment being withdrawn.

Please also see the policy statement on the Recruitment of Ex-offenders below.

Information in Support of your Application
Every post advertised is supported by a full person specification.  The specification lists all the essential skills, experience and qualifications which are necessary for the job and the criteria against which you will be assessed, both through your application form and at interview.  

As part of the application process, you may have been asked to demonstrate within this application form how you meet some or all of the criteria or key competencies outlined in the person specification. Rather than simply repeating your career history, look at the skills and experience required by the job and provide evidence that you possess them by giving specific and detailed examples which include a focus on outcomes and on your own contribution to the scenario. Try to use different and varied examples wherever possible. 

When completing these sections, do not forget the skills and experience you have gained outside full-time work.  Outlining your previous work experience or other responsibilities may help you to uncover skills which you have taken for granted and which are clear signs of your ability to do the job.

Canvassing
You must not try to influence an elected Council Member, any council employee or a member of the school governing body, to act in your favour, as this will disqualify you.  If you are related to a Councillor, a Council employee or a governor you must indicate this in the relevant section of the application form.

Policy Statement on the Recruitment of Ex-offenders (Source www.gov.uk)
· As an organisation assessing applicants’ suitability for positions which are included in the Rehabilitation of Offenders Act 1974 (Exceptions) Order using criminal record checks processed through the Disclosure and Barring Service (DBS), this school complies fully with the DBS code of practice and undertakes to treat all applicants for positions fairly. 

· This school undertakes not to discriminate unfairly against any subject of a criminal record check on the basis of a conviction or other information revealed.

· This school can only ask an individual to provide details of convictions and cautions that it is legally entitled to know about.  Where a DBS certificate can legally be requested (where the position is one that is included in the Rehabilitation of Offenders Act 1974 (Exceptions) order 1975 as amended, and where appropriate Policy Act Regulations as amended) this school can only ask an individual about convictions and cautions that are not protected.

· This school is committed to the fair treatment of its staff and potential staff, regardless of race, gender, religion, sexual orientation, responsibilities for dependents, age, physical/mental disability or offending background.

· This school has this written policy on the recruitment of ex-offenders, which is made available to all DBS applicants at the start of the recruitment process.

· This school actively promotes equality of opportunity for all with the right mix of talent, skills and potential and welcome applications from a wide range of candidates, including those with criminal records.  Candidates are selected for interview based on their skills, qualifications and experience and criminal record information is only requested from short-listed candidates.

· A disclosure is only requested from the DBS after a thorough risk assessment has indicated that one is both proportionate and relevant to the position concerned. For those positions where a criminal record check is identified as necessary, all application forms, job adverts and recruitment briefs will contain a statement that a DBS certificate will be requested in the event of the individual being offered the position.

· This school ensures that all those who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences.

· This school also ensures that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974.

· At interview, or in a separate discussion, this school ensures that an open and measured discussion takes place on the subject of any offences or other matter that might be relevant to the position. Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of an offer of employment.

· This school makes every subject of a criminal record check submitted to DBS aware of the existence of the code of practice and makes a copy available on request.

· This school undertakes to discuss any matter revealed on a DBS certificate with the individual seeking the position before withdrawing a conditional offer of employment.
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