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Job Specification
	Job Title: School Business Manager


	
	

	Grade: G8
	Job Evaluation Code:   GS5545


	
	

	Reporting to: Headteacher

	Manager’s Grade: 



	

	Location: Schools


	
	

	Service Area: 
Schools and Lifelong Learning

	Service Directorate: 
Children & Young People


	

	Workstyle: Workplace based


	

	Overall Purpose of the Post: 

Organise and supervise administrative systems within the school. Contribute to the planning, development and monitoring of support services and/or Management of support staff, including coordination and delegation of relevant activities.



	Requirements for the post.



	
	Essential
	Desirable

	Qualifications/ Training


	NVQ Level 4 or equivalent qualification e.g. NCSL Certificate of School Business Management                                or
I.L.M. Diploma of First Line Management

or

I.L.M. Endorsed Certificate (Skills for Middle Leaders)

or

Experience in relevant discipline 
	Foundation Degree in Educational Administration

	Knowledge


	Excellent Numeracy/ Literacy Skills  

Effective use of specialist ICT packages

Use of specialist equipment/ resources

Full working knowledge of relevant policies/codes of practice/legislation


	

	Experience


	Significant experience working in office environment at a senior level 

	

	Physical Skills


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

	

	Competencies and other skills required


	Ability to organise, lead and motivate other staff

Ability to plan and development systems

Ability to relate well to children and adults

Work constructively as part of a team, understanding school roles and responsibilities and your own position within these

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


	Key Outcomes/ Activities

Organisation

· Take a lead role in 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

· Undertake recruitment/induction/appraisal/training/mentoring for other staff
Administration

· Take lead role in the development and maintenance of record/information systems

· Provide detailed analysis and evaluation of data/ and produce detailed reports/information as required

· 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 

· Manage complex administrative procedures 

· Be responsible for completion and submission of complex forms, returns etc., including those to outside agencies e.g. D.C.S.F.

· Manage the administration of Payroll system

Resources

· Be responsible for the selection and management of resources, including management of a budget and regular audit of resources

· Take a lead role in the recruitment of support staff and in managing associated employment procedures
· Provide advice and guidance to staff and others on complex issues

· Undertake research and obtain information to inform decisions

· Take a lead role in 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.

· Manage financial administration procedures

· Take a lead role in planning, monitoring and evaluation of budget

· Be responsible for the management of expenditure within an agreed budget

· Health & Safety management
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

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 (please provide details of specific numbers of staff and grades)


	Financial: 

Management of Resources Budget as appropriate (please provide details of budgetary amounts, as well as whether the postholder has sole management responsibility for the budget or only the responsibility for monitoring or accounting)


	Physical:

Management of facilities as appropriate.


	Customers and Clients:

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. An Enhanced DBS Disclosure

	

	

	Date completed: August 2011 



