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Job Description

	Department
	Various
	Division  
	Various

	Designation
of Post
	Business Manager (Level 8)
	Grade


	Band H

	Responsible to
	

	Immediate Subordinates
	

	Job Purpose 
Be responsible for / manage the operation and delivery of support services within the school, including financial support.  Be responsible for / manage the planning, development and monitoring of support services.  Management of staff, including commissioning and delegation of relevant activities.  Member of the school’s senior management team.
Key Tasks

1. Responsible for the development, management, operation and delivery of support services within a large school or cluster of schools.

2. Responsible for the financial planning, forecasting and expenditure of a large school support staff budget.

3. Responsible for the creation and implementation of recruitment, induction, performance management, training and mentoring systems for all support staff.

4. Leads on the development of school policies and supporting procedures and practices setting up a framework to ensure the smooth operation and timely delivery of all school support functions, in consultation with the operational needs of the school.

5. Responsible for the content and submission of relevant information to the senior management team, the governing body and outside agencies.

6. Manage procurement and be responsible for securing relevant sponsoring and partnership arrangements adding value and financial benefits to the school.

7. Identify the need and be responsible for securing appropriate licences and insurance.

8. Responsible for devising effective marketing and promotion strategies for the school, including organisation of events and open days.

9. Lead the development of health and safety plans within the school.

10. Responsible for the management of facilities, including use of major building premises and associated income.

11. Assist with the development of policies and procedures relating to child protection, health and safety, security, confidentiality and data protection
12. Take a lead role in the development of a Disaster and Recovery Plan. 

13. Commission appropriate payroll and management information systems, and be responsible for their effective operation.
14. Develop work specifications and manage service contracts.

15. Be aware and support equal opportunities for all.

16. To be a proactive members of the school team, contributing to the overall ethos / work / aims of the school.

17. Share expertise and skills with others.

18. Recognise own strengths and areas of expertise and use these to advise and support others.
19. Attend termly Governing Body meetings
20. To perform other duties considered reasonable, that are commensurate with the grading and designation of the post.
NOTE:

This job description will be reviewed regularly and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a definitive statement of procedures and tasks, but sets out the main expectations of the Service in relation to the post holder’s responsibilities and duties.

Elements of this job description and changes to it may be amended in light of organisational and service requirements.



	Issued by   

Head of Service 




Date
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