	POSITION: 
	School Business Manager 
(working across the River Hill Federation)

	REPORTS TO: 
	Executive Head Teacher & Governing Body

	RESPONSIBLE FOR: 
	Finance, Payroll, Personnel and Premises

	Hours and Working Pattern
	Full Time (All year Round) 

	Supervisors
	Administration, Catering, Premises 

	GRADE:
	10


	KEY PURPOSE OF THE JOB 
1. To introduce, streamline, and develop the financial procedures and systems and maintain the administrative procedures of the Federation in co-operation with the Executive Head and Governors, ensuring that all legal and safety requirements with regard to people and property are met.
2. To be responsible for the Federation sites and its buildings, their maintenance, development and efficient use.
3. To be line manager for the Federation teams: administration (4), premises (4)
4. To undertake any duties as required by the Executive Head Teacher not listed below that are commensurate with the level of responsibility of the post.
5. To have due regard for safeguarding and promoting the welfare of children and young people and to follow the child protection procedures adopted by the Southwark Safeguarding Children’s Board and the school’s safeguarding policy. 
Scope:

Leads & Manages (for both schools in the hard governance federation):
Finance: Data Protection, Personnel and Payroll

Administration, Premises including Health & Safety & Catering 

Leadership and Strategy

1. Promotes the highest standards of business ethos within the administrative function of the schools and strategically ensures the most effective use of resources in support of the schools learning objectives.
2. Is responsible for the financial Resource Management, Administration Management, Premises Management, and Health and Safety Management of the both schools.
3. Negotiates and influences strategic decision making with the SLT. 
4. Plans and manages change in accordance with both schools’ development/strategic plans under the direction of the Governors and the Executive head Teacher.

5. Keeps abreast of changing statutory frames and LAs advice and the impact at school level.


	

	GENERAL

	· To ensure effective, efficient business function of the school’s work.

· To have due regard for safeguarding and promoting the welfare of children and young people and to follow the child protection procedures adopted by the Southwark Safeguarding Children’s Board and the school’s safeguarding policy. 
· At all times operating within the school’s Equal Opportunities framework

· Acknowledging Customer Care and Quality initiatives.

· Commitment and contribution to improving standards for pupils within the school 

· Contributing to the maintenance of a caring and stimulating environment for pupils.
· Negotiate and influence strategic decision making within the schools’ Senior Leadership Teams
· To attend Senior Management/Leadership Team and governors’ meetings as appropriate. 
· To assist the Clerk to the Governors in the efficient discharge of their duties for the termly Full Governors’ meetings and Resources Meetings.

	FINANCIAL

	1.General

· Negotiate and influence strategic decision making within the schools’ Senior Leadership Teams
· To attend Senior Management/Leadership Team meetings, and appropriate governors’ meetings
· To clerk the above committee meetings and any other Governors’ committee meetings, preparing agendas, minutes and reports.
· To assist the Clerk to the Governors in the efficient discharge of their duties for the termly Full Governors’ meetings.
2. Financial Resource Management

· To prepare for approval by the Governors the annual estimates of income and expenditure. To obtain agreements of budgets and to monitor accounts against budgets. 

· Use the agreed budgets to actively monitor and control performance to achieve value for money

· Identify and inform the Executive Head Teacher and governors of the causes of significant variance and take corrective action. 

· To prepare termly management accounts for budget holders and quarterly reports on the financial state of the schools to the Governors.

· To be responsible for the management of the schools accounting function, ensuring its efficient operation according to agreed procedures, and to maintain those procedures by conducting at least an annual review.

· Advise the Executive Head Teacher and Governors if fraudulent activities are suspected or uncovered

· To monitor all accounting procedures and resolve any problems. 
· To prepare the final accounts and liaise with the Auditors. To provide detailed management accounts for the Governors and Executive Head according to an agreed schedule, reporting immediately any exceptional problems.

· To be responsible for the provision of a comprehensive payroll service for all school staff, with operation of the various pension schemes and other deductions in which the school participates.

· To prepare all financial returns for the DFE, LA and other central and local governments agencies within statutory deadlines.
· To be the point of contact with the DfE and other agencies with regard to grant applications, gifts and other donations.

· To negotiate, manage and monitor contracts, tenders and agreements for the provision of support services.

· To maximise income generation within the ethos of the school.

· To complete any other financial duties that are allocated in line with the role. 



	PERSONNEL 

	· To give advice to the Executive Headteacher and Governors on pay, expenses, sickness and maternity procedures, redundancy and other matters of dismissal. To update any relevant policies on an annual basis. 
· To maintain confidential staff records in line with best practice and all LA advice.  
· To advise the Governors on the need to comply with legislation concerning employment protection, equal pay, sex discrimination etc. 

· To complete all data files and reports on personnel as necessary.

· Maintain holiday records as necessary. 
· Keep abreast of all requirements and ‘best practice’ in personnel / human resources/ employment law issues and ensure practice reflects this. 

· To manage the admin staff/receptionist and premises staff (8)
· To manage recruitment, performance management, appraisal and development for all Administrative support staff.
· Ensure people have a clear understanding of the policies and procedures and the importance of putting them into practice.
· Evaluate the schools’ strategic objectives and obtain information for workforce planning


	PREMISES

	· To line manage and appraise the premises staff to ensure that the premises is safe, welcoming and well maintained. 

· To oversee the maintenance of the school site and the buildings, the preparation of maintenance schedules and the efficient operation of all facilities on the property; also, for the installations and plant for lighting, heating, energy conservation, ventilation etc

· To ensure that all health & safety requirements are met, and policies fully implemented, including carrying out termly inspections, on-going and specific risk assessments

· To be responsible for the installation and maintenance of equipment for protection against escape from fire. To keep records of and to initiate regular fire practices and alarm tests. Be responsible for ensuring emergency procedures are current and timely. 

· To oversee the security of the school site. 

· To be responsible for the letting of the schools’ premises to outside organisations, and for the development of all school facilities for out-of school use, with reference to the local community of each school. 

 


	Person Specification
	Essential
	Desirable

	Experience


	· Experience of finance & administration in a similar public sector environment. 

· Experience of monitoring a budget and analysing financial reports. 

· Experience of managing staff. 
· Experience of school finance systems. 

 
	√
√
√
√
√
	

	Qualifications/ Training


	· Relevant experience of accounting or finance qualification 
· Relevant HR qualification or a willingness to complete this
· Relevant Bursar / SBM qualification

	√
√
√

	

	Knowledge
	· A sound knowledge of financial management and accounting procedures.
· A sound knowledge of HR practice and procedures.

· A sound knowledge of Health and Safety practice and procedures. 

· A variety of computer programmes, including use of Excel, Publisher and Word. 
· Up to date knowledge of Local Government requirements for finance, HR and H&S. 

· Well developed IT expertise, including spreadsheets and a working knowledge of local authority computerised financial and HR systems. 

· Familiarity with pay and conditions of teachers and local authority staff. 
	√
√
√
√
√
√
√

	

	Skills & Ability 

	· Ability to set and work to agreed targets. 

· Ability to communicate effectively with persons at all levels.

· Ability to work pro-actively to achieve efficiency and effectiveness of a team of staff. 

· Ability to organise one’s own tasks with minimum supervision.
· Ability to manage workload, prioritise tasks and meet deadlines.
· The ability to maintain a consistent approach in line with policies, procedures and the ethos of the school.

	√
√
√
√
√
√
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