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Job Description
Job Title: 

School Business Manager 

Responsible to: 
The Headteacher 

Line Manager to: 
Office staff and premises staff
Scale: 

PO3/SCP 34 – 36 (£41,346 - £43,356 pa) 
Hours: 
All year round: 35 hours per week 8.00am – 4.00pm Mon- Fri 
(Term time only or 42 weeks a year will be considered)
Main Purpose of the Job
1. To take a leading strategic and operational role in all aspects of finance, including procurement, budgeting, personnel, estate management, school administration and health and safety. 
2. To line manage the school administration, IT and premises teams 
3. To provide a strategic lead for the Senior Leadership Team (SLT) and governors in respect of the business potential and related opportunities.
Key Responsibilities
1. To undertake duties within the scope of the post and undertake appropriate training as required.
Finance and Business

1. To line manage the Finance Officer and oversee and direct his/her work. 

2. To have a sound understanding of the Schools Financial Value Standard.
3. To organise financial inspections by internal and external auditors, taking action on any recommendations.
4. To be responsible for all accounting procedures and resolve any problems, ensuring that accurate accounting records are maintained.

5. To use financial management information, especially benchmarking tools, to identify area of relative spend, assess trends and directly assist the Headteacher and/or governors accordingly. 

6. To be responsible for establishing the annual budget in consultation with Headteacher and subsequent monitoring of delegated budget etc., reporting any discrepancies that may arise and resolving these with Finance and/or payroll.
7. To forecast future years’ budgets, taking into consideration any relevant plans and new directions. 
8. To attend finance meetings, including full Governing Body and Resources Committee meetings as required, preparing reports on all financial matters for the headteacher and governors and ensure that these are submitted in a timely manner.
9. To negotiate, manage and monitor contracts, tenders and agreements for the provision of support services to the school.

10. To be responsible for the preparation of invoices and collection of fees and other dues, taking action where necessary to resolve bad debts.

11. To seek grants & other sources of funding through research information, application, bid writing, administration and co-ordinating with interested parties and stakeholders. 
12. To be responsible for the management of the school’s Asset Register.

13. To manage the schools SLA’s. 

14. To inform the Headteacher and Governing Body on investment and financial policy, preparing appraisals for future projects and for the development of a long term financial strategy for the future development of the schools.
15. To be responsible for the organisation and monitoring of the Local Authorities support services and whole school systems / procedures / policies. 

HR Management 
1. To be responsible for the school’s personnel administration process including ensuring that the school’s polices are circulated, read and understood by the relevant members of staff including new starters.
2. To be responsible for overseeing the single central register, ensuring that the school follows safer recruitment practice for all adults engaged to work, visit or volunteer at the school.

3. To manage the performance, discipline, grievance and competence procedures of the premises, IT and office teams.  

4. To be a point of contact for the headteacher, SLT and governing board in regard to employment law and associated matters, including updates to policies and procedures. 
5. To ensure the workforce census is completed accurately and within the timeframe stipulated. 

Premises and Health and Safety 
1. Manage the premises team and ensure they remain consistently effective. 
2. Carry out the duties of the post with due regard to the council’s and school’s equal opportunities and Health and Safety policies and core values.

3. To liaise with the Premises Manager on behalf of the Headteacher for the maintenance of the school site and buildings, the preparation of maintenance schedules and the efficient and compliant operation of all facilities on the properties. 

4. To manage the school’s environmental impact, review wastage and consumption and suggest well researched methods of improvement to the governing board. 
5. To manage the letting of the school premises to outside organisations. 

6. Together with the Premises Manager, ensure the school buildings are fit for purpose, and that all maintenance and security services are health and safety compliant, and able to support fully the curriculum needs of the schools.

7. To take responsibility for the main health and safety issues specific to the school and how they relate to pupils, staff, visitors and contractors. 
8. To take full responsibility for the estate management in the absence of the Premises Manager. 
Administration Management
1. To line manage the administration staff and oversee and direct their work.

2. To understand and implement the management information systems that are currently used in the school.
3. To oversee the administrative functions, including the administrative IT facilities.
4. To ensure resources, support and training are provided to enable staff to use the software effectively.
5. To provide for the preparation and production of all school records and publications.
6. To handle sensitive and/or confidential data, in adherence with relevant data protection regulations.
7. To remain up-to-date with DfE statutory guidance and legislation that impacts upon the school.  
8. Be familiar with data protection legislation and how it will impact upon the school’s practices, in liaison with the DPO.
Marketing
1. To promote the school to different audiences, including the press, and raise its profile within the local community.
Although this job description is intended to be comprehensive it is not exhaustive.  The school recognises that the post holder may do work which is not covered in the above.  The nature of the role is such that there will always be tasks which arise from the close working relationship with all members of the school community.  It is also recognised that in order to enable staff to carry out their duties in a safe and efficient manner there is a commitment on the part of the federation to the necessary training and equipment being made available.
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