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Purley CofE Primary School  
“Let all that you do be done in love” 1 Corinthians 16:14 
___________________________________ 
JOB DESCRIPTION

	Authority: West Berkshire Council


	Department/Division: Education



	Post Reference No: A56

	Location: Purley Primary School


	Job Title: 
School Business Manager
Maternity Cover 

Fixed Term Contract of up to 12 months 
	Grade/Salary Range:  Grade G 

£29,093 - £35,235 FTE
Actual Pay: £16,663 - £20,181

	Hours
	25 hours per week, Mon – Fri
(flexible by mutual agreement)

	Start date
	March 2025


	JOB PURPOSE

	Reporting to the Headteacher

· To provide an effective and efficient financial support service within the school for the Headteacher, Governors and LA

· To manage the school’s budget in accordance with West Berkshire Council’s scheme of financial delegation

· To oversee administrative requirements in connection with HR, lettings and external contracts.

· To assist in the efficient and effective running of the office and school administration, in the absence of the secretary.


	DESIGNATION OF POST AND POSITION WITHIN DEPARTMENTAL STRUCTURE

	This is a post within the structure of the majority of Primary and Secondary schools in the authority.   It is directly supervised by the Headteacher.



	FINANCIAL DUTIES AND RESPONSIBILITIES

	· Preparation of detailed budgets for expenditure delegated to the school in accordance with guidelines

· Determine and process income for all funds and any additional income such as top up funding from other LA’s, grants and from hirers of the school premises
· Use of financial accounting package (FMS6) to record and manage the school budget
· Ensure expenditure does not exceed budget allocation

· Prepare and distribute half termly financial reports to budget holders

· Preparing monthly budget monitoring reports for all funds, explaining variations of expenditure, to be shared with the Headteacher and Governors
· Process orders and payment of invoices

· Process monthly salaries on FMS and produce monthly Agresso reconciliations

· Produce bank reconciliations within one week of receiving the bank statement

· Reconcile procurement card purchases to the statements received, and process the necessary journals monthly

· Preparation of reports, records and accounts as required
· Bank any income received (cash/cheque) by the end of each half term

· Produce a School Workforce Census annually in line with WBC regulations

· Prepare documentation and help for auditors

· Oversee payment of creditors, including school dinner accounts
· Maintain the school’s Imprest Account and be responsible for monthly returns
· Review annual contracts and ensure the school is receiving best value for money

· Review the Financial Administration Policy annually and amend / update accordingly
· Review and present change to finance and health and safety policies as directed by Headteacher or Governing body
· Prepare year end procedures in line with WBC regulations

· Keep up to date with legislation in respect of the financial management of the school

· Liaise with WBC financial services and respond to their enquires and requests

· Attending meetings where appropriate

· Attend training courses where appropriate

	PERSONNEL

	· Manage and maintain personnel records, setting up and amending staff contracts and liaising with the LA on procedures

· Generate job adverts and publicise positions vacant, filter applications and generate interview letters and phone calls
· Assist in interviews as required

· Generate acceptance / rejection letters

· Ensure references and applications are fulfilled

· Resolve salary and contract issues on behalf of employees, liaising with WBC Payroll and Human Resource departments

· Maintain the Single Central Record

· Manage DBS checks and ensure they are updated as per recommendations and updated on the Single Central Record

· Process additional hours and reports absence returns to Payroll monthly
· Book employees on training courses and log onto a spread sheet


	MAINTENANCE AND FACILITIES

	· To assist with planning projects and other developments within school premises including Capital projects

· Oversee the effective operations of all external contracts and investigate provision of services from alternative sources as required

· Identify property maintenance issues and repair of such and be ready to perform risk assessments as required

· Maintain the Critical Incident Folder and Continuity Plan

· Maintain Health and safety records such as Fire, CCTV, Legionella and Asbestos etc.
· Line manage Caretaker and perform annual Performance Reviews



	SCHOOL FUND ACCOUNT

	· To be responsible for the management of the School Fund Account, including payment of invoices and reconciliation of account.  
· To arrange a yearly audit check and report back to the Governing Body.



	INVENTORY

	· Maintain the school inventory, keeping log of assets, disposal of assets and loans of equipment

	WRAPAROUND CARE

	· Track all bookings and payments on Childcare Online (CoB) booking platform
· Log and process all payments received either by cash, cheque, bacs or CoB
· Process all expenditure and orders for this fund
· Line manage staff and perform annual Performance Reviews



	ADMINISTRATION AND OFFICE DUTIES

	In support of the school secretary, to assist with 

· Administrative services in the office 

· Deal with telephone calls and reception/visitor matters 

· Undertake any other duties that may be required as detailed by the Headteacher
· Provide day to day efficient and effective ICT support to staff and pupils.

· Deal with LA and outside contractors to maintain ICT support.

· Liaise with other schools to share/gain knowledge and good ICT practice.



	ADDITIONAL DUTIES 

	The post holder may be asked to undertake other such reasonable duties as the Headteacher may require; for example, the post holder may be invited by the Headteacher to serve as a member of the Senior Leadership Team, for a period, to offer strategic financial insight, commensurate to their role.  



	OUT OF HOURS DUTIES

	It is recognised that the post holder may have to on occasion, attend official duties out of hours.  Subject to any extenuating circumstances and prior agreement by the Headteacher, the post holder will be eligible to take time off in lieu of payment for such duties.

Such duties would include, but are not limited to:

· Attending finance/business focussed Governing Body’s meetings to brief and advise;

· Attending site in response to an emergency or to meet with a contractor.



	ADDITIONAL HOURS 

	It is recognised that due to the nature of the job, the post holder may have to on occasion, work additional hours to achieve deadlines.  Subject to any extenuating circumstances and prior agreement by the Headteacher, the post holder will be eligible to take time off in lieu of payment for such duties.



	CONFIDENTIALITY

	The post holder will have access to confidential information in either written, oral or first-hand form or all forms of electronic communications such as e-mail.  The confidentiality of such information must be respected; a breach of confidentiality is a disciplinary matter.  If you are uncertain as the status of the information then discuss it with the Headteacher.



	SCOPE OF JOB (Budgetary/Resource control, impact)

	Responsibility for the budget 




	PERSON SPECIFICATION

	Job Title: School Business Manager


	Department/Division Education



	Authority: West Berkshire Council


	Post Reference No


	KEY CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications and Training
	GCSE Maths and English to grade C or above (or equivalent)

Willing to be trained in Outlook, SIMS, FMS, BACS, SBS online

A level education or NVQ 3 in relevant area

Willing to relevant Safeguarding training 

	Trained in SIMS & FMS

	Competence Summary


	At least 2 years clerical / financial / administration experience

Proven ability to work with computerised financial management systems/accounting systems.

Understanding of audit and Schools Financial Value Standard (SFVS)

Computer literate including Excel, Word, Internet/email applications

Good knowledge and understanding of Health and safety legislation

Knowledge and understanding of child protection, safeguarding and bullying issues and able to demonstrate understanding of own accountabilities

Excellent numeracy and literacy skills

Ability to relate to children and adults

Ability to work as part of a team

Able to communicate confidently and effectively 
	Knowledge of first aid.

2 years’ experience in Local Authority/Finance related work.

Experience in the use of mainframe, local spreadsheets and basic word processing.



	KEY CRITERIA
	ESSENTIAL
	DESIRABLE

	Work-related Personal Requirements
	Able to manage change and stay calm under pressure

Patient, tactful, calm and diplomatic

Able to work with minimum supervision

Able to maintain the strictest confidentiality

Conversing at ease with members of the public (including pupils


	Able to identify own training needs and willingness to take part in learning and development activities



	Other Work Requirements
	Flexible and willing to attend Governing Body meetings which may be outside usual hours, when required.


	


