

Job Description
School Business Manager, Helmdon Primary School

	Post Details

	Post Name: 
	SCHOOL BUSINESS MANAGER

	Responsible to: 
	The Headteacher and Governors, as part of the Senior Leadership Team

	Main points of contact:
	All staff, the school’s Governing Body, West Northamptonshire Council, Parents, Pupils, Contractors and all stakeholders

	Place of work:   
	Helmdon Primary School

	Hours: 
	21 hours per week, 40 weeks per year (with some flexibility)

	Starting Salary: 
	NCC Support Staff Pay Scale I, range 22 to 26

	Key responsibilities: 
	1. School budget
2. HR Management 
3. Facilities, Property and Contracts Management
4. Health and Safety Management

	                          Key Responsibilities  

	1 – Purpose of the Post: 
	· The School Business Manager is responsible for financial oversight, Administration Management, Human Resource Management, Facilities, Contracts and Property Management, and Health and Safety Management of the School.    
· Responsibility for developing clear processes and practices throughout the school in line with WNC procedures.  
· To facilitate the effective delivery of the non-teaching operational aspects of the school.  
· To work as part of the school leadership team on all operational aspects in relation to non-teaching support.   
· To manage the data and administration systems in schools ensuring compliance with statutory regulations and deadlines.   
· To manage and oversee the financial, premises and administrative functions in the school.  
· To assist in the management of all financial resources of the school and to offer strategic guidance on non-teaching aspects.  
· To ensure the admin support staff are deployed in an effective way in order to provide an efficient administrative service to the Leadership Team, teaching staff and Governing Body.   
· To jointly develop administrative procedures for the school in line with WNC procedures and to be responsible for the agreed procedures in order to ensure that all legal requirements are met.  
· To assist with income generation
· To ensure a high standard of confidentiality and integrity in all school matters.  

	2 – IT Systems: 
	· To oversee the management of data systems for both staff and pupils within the school. 
· To ensure information is provided in good time as per deadlines that are set. 
· To ensure statutory returns are completed on time at school level and provide information to WNC when Statutory Returns for are required.
· To help support all staff on data and compliance systems within the school.

	3 – Finance & Procurement
	· To have an oversight of all financial matters within the school in accordance with WNC policies and guidance. 
· To manage procurement and undertake best value reviews of all service contracts with various providers. 
· To liaise with the Headteacher to produce the annual budget for approval by WNC and the School Governors that meets the ongoing needs and strategic development plan of the school.
· To liaise with the payroll provider on the monthly payment of salaries including overseeing all on costs and extra costs.
· To order processing and pay for all goods and services provided to the school or by the school. 
· To maintain the school’s Contracts Register 
· To oversee all income systems within the school. 
· To oversee, in conjunction with the WNC, the procurement of insurance services and the processing of claims made.  

	4 – Leadership & Strategy 


	· To be part of Senior Leadership Team meetings, advising on strategic decision making. 
· To assist the Headteacher to lead and manage all non-teaching support staff that are employed by the school.
· To be an integral part of the management of change. 

	5 - Human Resources
	· To liaise with the Head teacher and HR providers on all personnel issues. 
· To ensure staff records are kept up to date. 
· To assist as required with the implementation and delivery of all HR processes and policies. 
· To ensure the Senior Leadership Team and LGB are aware of the latest WNC HR policies and procedures. 

	6 – Health & Safety
	· To act as the Schools’ Health and Safety coordinator. 
· To ensure the testing of fire procedures, systems and equipment and the keeping of accurate records. 
· To ensure systems are in place for the identification of hazards and risk assessments are written to minimize risk for all onsite and off-site activities.
· Duty to report any health and safety concerns to the appropriate person

	7 – Facilities Management 
	· To liaise with WNC, school staff and caretaker to ensure the safe maintenance and operation of the school’s premises.
· To ensure contractors on site meeting their required contractual obligations and the school’s Health and Safety and Safeguarding procedures. 

	8 – Catering 
	· To liaise with the catering contractor over the provision of meals

	9 - Relationships
	The nature of the post will bring the post holder into contact with a wide range of people both within the school and externally. The post holder will be expected to maintain high quality relationships with the following:
· Children 
· Parents 
· All Staff  
· WNC staff
· Members of Governing Body
· Professional Service Providers and all other stakeholders

	10 - Other 
	· To contribute, collaborate and adhere to the wider organisation and operations of Helmdon Primary School
· The postholder must adhere to all Helmdon Primary School policies and procedures, demonstrate a commitment and take an active responsibility in safeguarding
· Demonstrate a commitment to equal opportunities
· Working weeks match the school term calendar. Extra time must be agreed with the headteacher in advance.
· It may be necessary occasionally to work additional hours outside those stipulated in the contract.  When this is required, additional hours to be agreed.   


 
This job description is a broad overview of the post. It is not an exhaustive list of all possible duties, and the role is well supported by our School Administrator. it is recognised that jobs change and evolve over time. Consequently, this is not a contractual document, and the post holder will be required to carry out any other duties that are necessary to fulfil the purpose of the job. 
 
We are committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and we expect all staff to share this commitment and undergo appropriate checks, therefore, all posts within the Trust are subject to an enhanced DBS with Barred List check.  We believe that equality for all is a basic human right. We actively encourage applications from all, irrespective of gender, marital status, disability, race, age or sexual orientation. 
 
 	





Person Specification
SCHOOL BUSINESS MANAGER, HELMDON PRIMARY SCHOOL

	Qualifications / Experience
	Degree level or equivalent or qualifications relevant to the post OR appropriate experience in a similar role.

Business and/or Finance Management or experience, preferably within an education context within a maintained school or an Academy Trust. 

	Skills & Competencies: 
	· Ability to think strategically and contribute to the continued development of Helmdon Primary School.    
· High-level decision-making skills.    
· Ability to formulate ideas and to present them clearly.    
· High quality written and verbal communication skills.    
· High quality research and analytical skills 
· High quality organisational skills and experience of using, maintaining and developing administrative systems.    
· Ability to organise a variety of competing priorities and deadlines.
· To be able to anticipate and solve problems.    
· To understand the need for confidentiality and data protection 
· Ability to establish effective relationships at all levels. 
· Ability to manage and resolve conflict.  
· Ability to manage one’s own time effectively.     
· Ability to enlist outside expertise and resources to enhance effectiveness. 
· Understanding of Safeguarding    

	ICT Skills: 
	· Microsoft 365 suite 
· Payroll, staff and pupil management systems
· Single Central Record
· Ability to learn new ICT systems 

	Personal Qualities: 
	· High standards
· Adaptability
· Teamwork
· Integrity and commitment to safeguarding, educational excellence, best value 
· Ability to build relationships, resolve conflict and work well under pressure.
· A commitment to equality


 

	
	
	




   

   

  Job Description   School Business Manager, Helmdon Primary School    

Post Details  

Post Name:   SCHOOL BUSINESS MANAGER  

Responsible to:   The Headteacher   and Governors , as part of the Senior Leadership Team  

Main points of contact:  All staff,  the  s chool ’ s Governing Body ,  West Northamptonshire Council ,  Parents,  Pupils,  Contractors   and all stakeholders  

P lace of work:     Helmdon Primary School  

Hours:   21 hours per week, 40 weeks per year (with some flexibility)  

Starting Salary:   NCC Support Staff Pay Scale I , range 22 to 26  

Key responsibilities:   1.   School budget   2.   HR Management    3.   Faciliti es, P roperty   and Contracts   Management   4.   Health and Safety Management  

                           Key Responsibilities    

1  –   Purpose of the Post:   •   The School Business Manager is responsible for financial oversight,  Administration Management, Human Resource Management,  Faciliti es, Contracts   and Property Management ,   and Health and  Safety Management of the School.       •   Responsibility for developing clear processes and practices  throughout the school in line with  WNC   procedures.     •   To facilitate the effective delivery of the non - teaching operational  aspects of the school.     •   To  work as part of t he school leadership team on all operational  aspects in relation to non - teaching support.      •   To manage the data and administration systems in schools ensuring  compliance with statutory regulations and deadlines.      •   To manage and oversee the financial, premises and administrative  functions in the school.     •   To assist in the management of all financial resources of the school  and to offer strategic guidance on non - teaching aspects.     •   To ensure the admin support staff are deployed in an effective way in  order to provide an efficient administrative service to the Leadership  Team, teaching staff and Governing Body.      •   To jointly develop administrative procedures for the school in line  with  WNC   procedures and to be responsible for the agreed  procedures in order to ensure that all legal requirements are met.     •   To assist with income generation   •   To ensure a high standard of confidentiality and integrity in all school  matters.    

