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Job Specification
	Job Title: School Business Manager – High Well School


	
	

	Grade: g10
	Job Evaluation Code: 


	
	

	Reporting to: Headteacher

	Manager’s Grade: 



	

	Location: Schools


	
	

	Service Area: Schools

	Service Directorate: Children & Young People


	

	Overall Purpose of the Post: 

Responsible for management of administrative systems within the school
Responsible for management of the planning, development and monitoring of support services within the school
Management of staff, including coordination and delegation of relevant activities

Deal with staffing issues relating to employees across school confidentially and sensitively

Member of the School’s Management Team



	Requirements for the post.



	
	Essential
	Desirable

	Qualifications/ Training


	NCSL Certificate of School Business Management or equivalent qualification e.g. NVQ level 4
Experience in relevant discipline 
	Foundation Degree in Educational Administration

	Knowledge


	Extensive financial management experience
Excellent Numeracy/Literacy skills
Effective use of specialist ICT packages

Use of specialist equipment/ resources

Ability to manage a team effectively

Detailed knowledge of relevant policies/codes of practice/legislation and ability to put them into practice
Ability to analyse  and interpret data on budget and finance 

Ability to analyse and interpret data on staff absence and CPD and children’s records
Extensive experience in setting, managing and monitoring budgets

Interest in education and the development of young people

Ability to interpret advice/statute and devise policy/practice in the light of these

Ability to self-evaluate learning needs and actively seek learning opportunities


	

	Experience


	Significant experience working in office environment at a management level, including supervisory experience
Significant experience of Finance policies and procedures

Significant experience in managing budgets and budget monitoring

Experience of payroll processes and dealing with enquiries from staff

Significant experience of Data Protection and transferring data

	

	Physical Skills


	Excellent keyboard skills in the use of computerised systems, including ability to develop such systems
Ability to use Microsoft packages

Ability to use specific ICT related to the school i.e. P2P, Integris, Agresso

Develop and adapt management information systems including financial management

	

	Competencies and other skills required


	Ability to manage, organise, lead and motivate other staff
Ability to work on own initiative and make decisions independently
Ability to plan and development of systems

Ability to relate well to children and adults in a positive friendly manner
Excellent interpersonal skills, including the ability to communicate complex information both orally and written to staff and Governors
Ability to advise, persuade and negotiate SLT on appropriate courses of action and outcomes

Ability to network with other organisations and other services
Managing change within a constantly changing environment

Confidentiality and discretion

To be able to liaise effectively with LA, other schools and outside agencies

Excellent time management skills

Ability to work hard to deadlines and under pressure

Ability to work as a member of the School Management Team

Ability to deal with priorities which constantly change throughout the day and can be emotionally challenging
Confidence to line manage others with the ability to persuade, motivate, negotiate and influence

Ability to self-evaluate learning needs and actively seek learning opportunities
	


	Key Outcomes/ Activities

Organisation
· Be a member of the School’s Management Team, attendance and full contribution to meetings as required
· To assist the Headteacher and SLT in managing the school

· Advice SLT on appropriate courses of action relating to all areas of responsibility, i.e. HR, Administration, Resources, Budget and Finance

· Be responsible for the planning, development, design, organisation and monitoring of support systems/procedures/policies

· Line Management responsibilities where appropriate

· Manage support staff

· Liaise between managers/teaching staff and support staff

· Hold regular team meetings with managed staff
· Attend Governing Body meetings
· Undertake recruitment/induction/appraisal/training re appropriate CPD opportunities/mentoring for other staff
Administration

· Responsible for the development and maintenance of record/information systems

· Determine the need for and arrange analysis and evaluation of data/ and produce detailed reports/information 
· Produce, and respond to, complex correspondence

· Provide organisational and complex advisory personal support to other staff 

· Provide organisational and complex advisory support to the Governing Body and Leadership Team
· Responsible for and manage complex administrative procedures and ensure effective operation
· Be responsible for completion and submission of complex forms, returns etc., including those to outside agencies e.g. DfE
· Manage the administration of Payroll system
· Full responsibility for the Ofsted School Single Central Record including the collation and updating of information.

· Ensure all staff are DBS cleared and that all relevant checks are carried out

· Responsible for managing and administering all staff leave of absence

· Re-write School Finance Policies/procedures and take to Headteacher/Governors for consultation/ratification
Resources

· Identify the need, select and manage resources, including management of a £3M - 3.5M budget and regular audit of resources

· Take a lead role in the recruitment of support staff and in managing associated employment procedures
· Responsible for the effective management of financial administration procedures, including responsibility for compliance with financial regulations
· Responsible for providing advice and guidance to staff, SLT and Governing Body  on complex issues
· Be responsible for the provision of specialist advice and guidance to SLT/Governing Body
· Undertake research and obtain information to inform decisions

· Manage procurement and securing sponsorship/funding

· Manage service contracts

· Manage school licences and insurance

· Take a lead role in marketing and promoting the school

· Manage facilities including premises, lettings and associated income, building and projects etc.

· Be responsible for planning, monitoring and evaluation of budget

· Be responsible for the management of expenditure from the school budget
· Health & Safety management
· Manage all financial systems 
· Seek best value contracts

· Coordinate all building projects
Responsibilities

· Comply with and assist with the development of policies and procedures relating to 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 equal opportunities for all

· Contribute to the overall ethos/work/aims of the school

· Develop constructive relationships and communicate with other agencies/professionals

· Share expertise and skills with others

· Participate in training and other learning activities and performance development as required

· Recognise own strengths and areas of expertise and use these to advise and support  others
· Budget setting, monitoring  and evaluating a budget of £1 million

· Ensure all safeguarding records regarding staff employment and recruitment are enforced

· Ensure all safety checks are carried out on equipment re PAT etc and report to the Governing Body 

· Manage and evaluate the school’s asset register

· Prepare financial reports and present them at the Resource Committee and Full Governing Body meeting

· Provide advice, support and assistance with financial information/reporting to other schools and Headteachers in the pyramid

· Leading to Academy conversion and forming a Multi Academy Trust, take a lead role on the MAT Project Team.  Meeting with other agencies and  pyramid schools, information gathering and sharing to move the development of the Multi Academy Trust forward
· Regular meetings with Solicitors/Insurers (leading to Academy and MAT status)
· Information Gathering for Solicitors, Insurance, LA, to ensure all relevant information is available to manage the conversion process
· Leading to Academy conversion and forming a Multi Academy Trust, take a lead role as a member of the organisation team. Implementing and developing new systems and procedures and supporting other schools in the pyramid

· Provide strategic management for human resources, premises, finance, whole school administration, liaison and training

· Recognise own strengths and areas of expertise and use these to advise and support others
Other duties commensurate with the grade of the post as directed by the Headteacher.

The duties and responsibilities highlighted in this Job Specification are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.




	Responsibility for Resources



	Employees (Supervision):
Management of all support staff as appropriate :
Admin Team X 5 staff members (G7 X1, G6 X1, G5  X1, G4 X1)

Kitchen Manager X1 (G6)


	Financial: 

Management of Resources Budget as appropriate
Responsibility for monitoring and accounting of school budget circa. £3M - £3.5M

 

	Physical:

Management of facilities as appropriate. – Responsibility for School Central Record, employee and children’s files all of which are highly confidential and must be accurately maintained and held securely


	Service Users:
Implementing regulations and providing advice and guidance on established internal policies and procedures which may involve some interpretation to meet specific circumstances within school. 



	Working Conditions: 
Mainly office based.



	Characteristics of the post:
The ability to regularly attend meetings as required by the Headteacher.

Employees are encouraged to participate in training activities in order to enhance their own personal development.

The employment checks are required:

· Evidence of entitlement to work in the U.K.

· Evidence of essential qualifications – see page 1 of this job specification

· Two satisfactory references

· Confirmation of medical fitness for employment

· Registration with appropriate bodies (where applicable)

The following employment checks are required for those positions which are based in a school or working with vulnerable young people and adults:

Evidence of a satisfactory safeguarding check e.g. DBS check at the relevant level.

	

	

	Date completed:  8/9/25



