School Business Manager Job Description
JOB TITLE: School Business Manager 

SCALE: G
Responsible to: Headteacher 

Supervises: School Office, Finance Administration, Site Team, 
Job Purpose 

1. To actively model and promote the values and ethos of the School. 

2. To be responsible for strategic planning in relation to the business and support services of the School, including all financial implications, and ensuring that the School uses its resources effectively and efficiently at all times. 

3. To be responsible for personnel management, grounds management, administration aspects of financial management, training and development of support staff and all matters within the management of the School which are supportive to, but do not directly involve teaching and learning. 

4. As a key member of the school management be responsible for: creating and delivering a shared corporate strategic vision; raising standards of learning and teaching; building capacity across the workforce; improving organisation structures and functions so the school remains fit for purpose; building and sustaining effective relationships and communications strategies; working with the community and other services to improve the outcomes and well being of pupils. 

5. To generate and co-ordinate new income streams which are supportive of the ethos of the school. 

KEY RESPONSIBILITIES 

Finance and Business 
1. Implement the financial decisions of the Headteacher and Governing Board. 

2. To advise the Headteacher and governing board on the schools financial position, and  the development of a long term financial strategy for the future development of the school. 

3. In conjunction with the Headteacher, create the detailed budget for the school.

4. Monitor and control income and expenditure in relation to the school’s budget. 
5. To assist in the preparation of all financial, pupil and workforce returns for the DFE, LA and other central and local government agencies within statutory deadlines. 

6. To assist in the preparation of all financial returns for the Training school for the DFE, TA and other central and local government agencies within statutory deadlines  and in line with the financial management systems of the school’s ITT provision.

7. To give advice to Governors on salary assessment, sickness, maternity and paternity procedures, redundancy, capability, disciplinary issues and any matters of dismissal. 

8. To provide leadership and guidance for support staff, including direct line management responsibility for staff linked to finance, premises and administration. 

9. To be responsible for the recruitment, induction, training and professional development of all non-teaching staff. 

10.  To advise governors on the policies needed to comply with all employment legislation. 

11.  To be responsible for the Performance Management of office, site and finance support staff. 

12. To have a good knowledge of FMS, SBS online and SIMS.net 

Human Resources Management 
1. To be responsible for general personnel matters e.g. ensuring required pre-employment checks are carried out for new employees, dealing with staff queries about salaries, expenses, sickness and maternity procedures etc. Monitor absence and undertake return to work interviews with support staff. 

2. To maintain confidential staff records, and to ensure that staff records held in the school by others are kept confidential. 

3. To provide leadership and guidance for administrative and site staff, including direct line management responsibility where appropriate. 

4. All safeguarding procedures are in place and adhered to generally, particularly in relation to the Single Central List (DBS checklist) and recruitment. 

5. Ensuring all HR processes and systems are legal, compliant with internal policies and best practice, and are efficiently undertaken 

Premises 

1. To work with the Premises staff to implement the premises and site decisions of the Headteacher and Governing Board. 

2. To work with the Site Services Officers to ensure all contracts are maintained to the highest quality and provide the school with value for money. 

3. To maximise the use of the accommodation both by school and outside agencies in order to generate income. 

4. To take responsibility for the main health and safety issues specific to the school and how they relate to pupils, staff, visitors and contractors. 

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

6. To manage the letting of the school premises to outside organisations. 

7. To provide and document effective Risk Management, for example, in Health and Safety and in the management of any third party service contracts. 

8. To prepare disaster recovery plan and be aware of its place within the management procedures of the school. 

9. Advising the Governing Board’s Finance and Premises committees. 

10. To manage the catering contracts, cleaning contracts, leasing arrangements, and Asset Register. 

Organisation 

1. Provide organisational and advisory support to Governors, attending and leading meetings as appropriate and to minute meetings as required.
2. Lead a team of non-teaching support staff to ensure effective communication and development of systems and procedures across support services. 

3. Represent the non- teaching support staff at relevant meetings. 

General 
To undertake any other duties as appropriate to the grade of the post as requested by the Headteacher. 
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