[image: ]JOB DESCRIPTION
School Business Manager
HOURS:  This is a part time position of 20 hours per week, 41 weeks per year (term time plus training days with an additional 2 weeks over financial year end and the summer break).  Pay Grade I (£34,811-£38,150 FTE).
JOB PURPOSE: To lead the financial, personnel, premises and resource management within the school and to provide finance support to the Head Teacher in day-to-day support of service provision within the school. 
RELATIONSHIPS
· To be responsible to the Head Teacher and Governing Body;
· To contribute to the Senior Leadership Team;
· To line manage Finance and Administration staff.
KEY TASKS
Financial Responsibilities 
· Evaluate information and consult with the Head Teacher and Governors to prepare a realistic and balanced annual budget within the School Development Plan.
· Submit the proposed budget to the Head Teacher and Governors for approval.
· Monitor and control expenditure to achieve value for money.
· Identify and inform the Head Teacher and Governors of the causes of significant variance and take prompt corrective action.
· Propose revisions to the budget if necessary, in response to significant or unforeseen circumstances.
· Identify additional sources of income to support the school. 
· To attend Governor Finance Sub-Committee and other meetings as required.
· To ensure that the school complies with and meets all standards for SFVS
· To prepare and submit all financial returns to Schools Finance when required.
· To negotiate, manage and monitor contracts and agreements for the provision of services.
· To ensure all goods and services required are ordered using FMS and to ensure that deliveries are checked and invoices processed correctly and paid.
· To operate bank accounts, ensuring that a full reconciliation is undertaken on a monthly basis.
· To ensure preparation and submission of funding claims on a monthly basis for Early Years Education and Childcare Funding, ensuring all parents have signed the relevant contracts.
· Ensure all funding codes are up to date at all times.
· Ensure 2 year old funding codes are checked and submitted within the 6 week period required.
· Liaise with Head Teacher to ensure SENIF is in place for relevant children and submit Disability Access Fund claims where eligibility is confirmed.
· Prepare costed provision maps for children with EHCP’s.
· To support with the preparation of invoices for additional sessions, wraparound care and 2 year old paid sessions on a monthly basis and monitor receipts and aged debtors.
· To monitor and control the School Fund Account, report balance information to Governors and arrange for an annual audit of accounts to take place.
· To prepare the year end accounts in line with Local Authority procedures.
· Maintain an asset register.
· Ensure all financial policies are regularly updated.
Personnel Responsibilities
· To be responsible for general personnel matters including for the safeguarding clearance of new staff, medical checks and new or amended contracts of employment.
· To give advice to the Head Teacher and Governors on assessment of salaries, expenses, sickness and maternity procedures, redundancy and other personnel issues affecting costs.
· To maintain confidential staff records and to ensure that staff records held by others in the school are kept confidential.
· To play a key role in the safer recruitment of staff and associated administration including advertising.
· To manage staffing matters of an administrative nature e.g. arranging supply, maintaining records of sickness and other absence and liaise with HR provider as and when necessary.
· Under the direction of the Head Teacher, supervise the Administration staff. Ensure the smooth running of the administrative team and be responsible for the work standards of staff.
· Maintain and update the SIMS Personnel database. Ensure that the data is accurate and handled in accordance with GDPR.
· Be responsible for accurately maintaining and updating the Single Central Record to ensure that it is compliant with statutory guidance at all times.
· [bookmark: _GoBack]Maintain and update the 3rd party HR and Payroll database.
· To check actual salaries against committed on a monthly basis to ensure correct payments are being made to staff.  To investigate and deal with any discrepancies.  
· Administer additional hours claims and sickness absence.
     
 Property Responsibilities
· To be aware of the main health and safety issues specific to the school and how they relate to pupils, staff, visitors and contractors.
· To liaise with the Head Teacher, Senior Management Team and Governors with regard to the maintenance of the school site and buildings, and the efficient operation of all facilities on site.
· To liaise with the Head Teacher, Governors, Local Authority and external providers to keep up to date the fire risk assessment and fire procedures, Asset Management Plan, PAT testing, legionella checks, asbestos register and other assessments and policies/procedures as necessary.    
· Registered keyholder.
 Whole School Administration
· Responsible for the efficient and effective running of the school administrative support services.
· To ensure that all members of the Administration team are trained and aware of safeguarding and child protection procedures and responsibilities.
· To be responsible for the systems and general management of the schools administrative and financial computer network.
· To keep an overview of the admissions process and delegate the day to day administration of this process to the Administration team.
· To deal with queries and provide general information about the school for parents, children and visitors both in person and by telephone.
· Responsibility for the completion of the School and Workforce Census.
· Maintain records on Tapestry and Parentmail.
· Working alongside the Head Teacher to ensure appropriate marketing and advertising of the nursery. 
· Maintain child records on SIMS and ensure up to date.
This job description reflects the major tasks to be carried out by the post holder and identifies a level of responsibility at which they will be required to work. In the interests of effective working, the major tasks may be reviewed from time to time to reflect changing needs and circumstances. Such reviews and any consequential changes will be carried out in consultation with the post holder.

Signed………………………………………………………………..  

Dated……………………………………………………….

image1.jpg




