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JOB DESCRIPTION and PERSON SPECIFICATION

	ACADEMY:

	Boulevard/Sullivan

	POSITION NO:

	SECTION:


	Finance/admin
	GRADE: 9

	JOB TITLE:


	School Business Manager 
	DATE PREPARED: October 2021

	EVALUATION DATE:
	5 October 2021 
	JE NUMBER:  HAYV21
  

	DIGNITY AT WORK: To show, at all times, a personal commitment to treating all customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Equal Opportunities in Employment Policy adopted by the Trust.


	PURPOSE: To ensure the safe, effective and efficient provision, operation and development of the Trust’s support services to meet the requirements of the Senior Leadership Team, Governors and Trust Board as indicated by Trust/ESFA policy and within available resources.

To manage the academies’ finance, administration and facilities teams, ensuring they are supporting teachers to devote maximum time to their teaching; developing information management systems and procedures across the settings.  

To ensure that all finance, administration, HR, Health and Safety and facilities systems are compliant with both internal and external assurance frameworks and are statutorily compliant.

To support and advise the Senior Leadership Team, Governors and Trust Board on financial performance and outlook, maximising financial opportunities available to the academies.

To contribute to the strategic focus for the development of the 21st century learning environment in Boulevard/Sullivan, to ensure that the academies are at the forefront in the achievement of success for all.



	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	SAFEGUARDING

	
	To promote and safeguard the welfare of children and young people.


	2.
	FINANCIAL MANAGEMENT

	
	· To have operational management of the academies’ expenditure and revenue and manage all aspects of the academies’ finance and budget management. 
· With support from the Trust CFO, provide assurances to the Trustees, Local Governors and Accounting Officer, that funds are being spent in accordance with the requirements of the Trust Handbook, the Trust’s scheme of delegation and all associated policies.   This includes:
a. Managing all academy-based accounting functions and procedures: cash management, ordering, deliveries, invoices and payments
b. Budget monitoring and reporting
c. Staff payroll

d. Asset management, including maintenance of asset registers.
e. Effective risk management and monitoring of any third-party service contracts.

f. In conjunction with the Trust CFO, negotiate, manage and monitor contracts, tenders and agreements for provision of support services.


	3.
	BUDGET FORECASTING

	
	· To maintain a detailed overview of the academies’ finances by preparing the financial plan alongside the central Trust staff and ensuring that it reflects the academies’ priorities, as included in strategic and operational plans. 
· With support from the Trust CFO, ensure the Scheme of Delegation and financial regulations are adhered to and the academies retain an unqualified audit opinion of its accounts 

· To use the approved budget to actively monitor and control performance to achieve value for money.

· To identify and inform the Senior Leadership Team and Governors of the causes of significant variance and take prompt corrective action as necessary.

· To ensure that all external income due is received, including from out of county pupils, taxi income and nursery income.

· To maximise income through potential lettings and other activities.



	4.
	HUMAN RESOURCES

	
	· Safeguard all pupils by ensuring that the Single Central Records (SCR) is complete, up to date and compliant for staff and governors
· Working with the Head of School, Executive Head, and Trust Senior HR Business Partner, ensure that the academies’ staffing structures are fit for purpose and ensure that any proposed changes are approved in line with the Trust Scheme of Delegation
· Manage the deployment, appraisal and training of finance, admin and premises staff, to ensure that the workforce is flexible and responsive, and contributes to academy improvement. 
· To support the Head of School and Executive Head with all HR issues, including the performance management of admin, finance and premises staff
· to manage staff recruitment and induction, ensuring personnel files are up to date on the Trust and academies’ systems 

· To support with the implementation of Trust personnel policies within the academies, ensuring equal opportunities for all 

This includes:

a. Advising the Senior Leadership Team and Governors on, expenses, sickness, maternity, adhering to approved Trust policies.
b. In conjunction with the HR Business Partner, provide information to staff in relation to pay and contractual issues.

c. Advising the Senior Leadership Team staff issues including absence etc.

· Monitoring staff sickness and applying the Trust policies including referral to occupational health and management of the various stages within the required timeframes. 

· Working with the Senior Leadership Team and Governors over the review of job descriptions and other job evaluation issues alongside the Trust Senior HR Business Partner.



	5
	ADMINISTRATION and GOVERNANCE

	
	· To attend and contribute to Senior Leadership Team, Local Governing Body and appropriate Governors’ sub-committee meetings, as required.

· To manage the academies’ policy register, ensuring that this is shared with the central Trust Governance Officer to review termly and that all policies are on the Trust wide templates and are distributed, read and understood by all staff. (website updated in line with statutory guidance)
· To manage, review and develop administrative procedures and office staff, in order to provide quality support to the Senior Leadership Team and Governors. 
· To interpret matters of policy/procedure and statute to ensure the academies’ compliance, including the circulation and implementation of Trust policies and procedures and the preparation of office guidance and procedures. 

· Working with the Trust Governance Officer, ensure that the agenda and supporting papers for Governing Body meetings is shared at least a week before the meeting.
· Prepare relevant papers for Governing Body meetings using the templates provided.

· Ensure that Governor details are on the website as required and that the Academy Register of Interest is accurate and up to date.

· Ensure that governor details are updated on Get Information about Schools.



	7.
	PREMISES and H&S

	
	· To assist the Senior Leadership Team in the development and implementation of a strategic plan for the site and premises. This would involve giving financial advice for future initiatives and other income generation in order to deliver the most appropriate learning experience for all members of the academies’ community. 
· To support the SLT and manage premises staff to ensure all programme of works are successful.  This involves ensuring site staff monitor site inventory, testing and main contracts in line with statutory compliance using the ‘Every’ system

· To assist the Trust’s CFO and external partner in formulating CIF capital bids. 

· To ensure that the ‘Every’ system is completed accurately and always remains compliant for all site-specific statutory compliance and H&S obligations
· To ensure all site-specific statutory Health and Safety obligations are met in a timely fashion alongside site staff to ensure the safety of all, pupils, staff and visitors alike.
· To ensure that risk assessments are completed as statutorily required and that these are shared and understood with the relevant staff.

· To maintain a comprehensive and up to date emergency plan.


	8.
	ICT, DATA and WEBSITE

	
	· To be the Data Protection Link, in line with GDPR, managing all academy based GDPR compliance and audits and responding to Subject Access requests, reporting to the Trust Data Protection Officer a required.

· To audit the Trust website on a half termly basis, ensuring that it is compliant in line with DfE requirements.

· To adopt a strategy for updating technology, which is aligned to the overall vision and plans for the academies.


	9.
	OPERATIONS

	.
	· To oversee all contract management, including responsibility for all admin and premises staff contract management including grounds maintenance, ICT services, HR/Payroll services and other site services etc. 

· To maintain an up to date contract register on the Every system, ensuring that the CFO is notified of any contracts up for renewal so that economies of scale across the Trust can be achieved.

· To ensure that the academies’ risk registers are reviewed by SLT half termly and shared with the Accounting Officer, highlighting any major risks that can’t be mitigated.


	10.
	PUPIL DATA

	
	· Ensure that the pupil database is accurate, complete and contemporaneous  and contains all relevant information including pupil premium data, Looked After information and SEN Data


	11.
	STATUTORY RETURNS AND REPORTING

	
	· Ensure the accurate and timely submission of the Pupil Census and Workforce Census.

· Support the Trust CFO with the year-end financial statements and external audit by adhering to information request and timetables

· Support the Trust CFO with the completion of annual ESFA financial returns, including the Budget Forecast Return and the Accounts Return.
· Prepare information for any other publications and returns for the Department for Education, the Local Authority and other agencies/stakeholders.


	15.
	Financial Control and External/Internal Audit 



	16.
	Preparation of Year End Accounts: Prepare the academies financial accounts to an extended trial balance stage. Act as first point of contact with the accountants and prepare all accruals, prepayments and payroll analysis as requested.

	17.
	The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on the Trust as your employer and you as an employee. In addition to the employers overall duties, the post holder has personal responsibility for their own health and safety and that of other employees; additional and more specific responsibilities are identified in the Health and Safety policy adopted by the Trust.

	18.
	To assist the Trust’s Financial Director in formulating all CIF capital bids, including the monitoring returns to be submitted to the ESFA


	19.
	LGPS and TPS: To liaise and act as first point of contact alongside the Trust Senior HR Business Partner with the Local Government Pension Scheme and The Teacher’s Pension Scheme to develop and implement policy change and ensure compliance.

	20.
	Pupil Premium and Other Specific Funding Factors: Compilation and reporting of diverse financial and pupil based data to produce an overview of how the resources expended are impacting on the pupil’s outcomes.


	
	

	
	GENERAL:

The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility.  The post holder must be flexible to ensure the operational needs of the academies are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required.

The post holder works closely with senior leaders and members of staff, to ensure that the Trust meets its aims and objectives.

The academies have approximately 130 pupils between the settings which have to be considered in terms of staffing, financial management, minimum standards and strategic reviewing. 

The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on the Trust as your employer and you as an employee. In addition to the employers overall duties, the post holder has personal responsibility for their own health and safety and that of other employees; additional and more specific responsibilities are identified in the Health and Safety policy adopted by the Trust.



	


	DIMENSIONS:  

All sections should be completed – if there aren’t any state ‘none’

	1.
Responsibility for Staff:

The post holder has immediate line management and development responsibility for admin, finance and premises staff.
2.
Responsibility for Customers/Clients:

The post-holder is responsible for maintaining good relations with community users and contractors. 

The post-holder intervenes in dealing with difficult situations faced by support staff.

3.
Responsibility for Budgets:

The post-holder prepares and monitors the academies five-year financial plan in accordance with the strategic plan drawn up by the Governing Body. The academies total budgets are currently £2.2m of funding across the complex settings. The post holder is responsible for, alongside the Head of School and Executive Head, the financial planning of the total academies budget and may have managerial direction over specific small budget allocations.

The post-holder authorises all expenditure along with the Senior Leadership Team and Governors and ensures that budget holders are accountable for their spending decisions.

The post-holder is required to advise and support the Governing Body on spending priorities and the interpretation and operation of financial regulations, and to produce internal policies, procedures and guidance that meet statutory requirements.

The post holder is required to advise the Governing Body on the interpretation and operation of financial regulations and to produce internal policies, procedure and guidance that meet the Trust Handbook and other statutory requirements of the UK GAAP.

4.
Responsibility for Physical Resources:

The post-holder is responsible for the management, improvement and health and safety (including security) of the academies premises.


	WORKING RELATIONSHIPS:

All sections should be completed – if there aren’t any state ‘none’

	1.
Within Service Area/Section:

Works closely with the Trust CFO and Senior HR Business Partner.

Works closely with members of the Senior Leadership Team.

Supports and advises teaching and support staff. 

Deploys, manages and develops office staff. 

Works with and produces policies that impact on staff.
Works with and produces policies that impact on students.
2.
With Any Venn Areas (where applicable)
Works collaboratively with other School Business Managers within Venn to improve practices in all academies, explores and looks to lead on opportunities for maximising academies resources.
Works closely with the Trust in developing policies and procedures relating to finance, staffing and premises related issues.
3.     With External Bodies to the Academies/Trust
Works with external contractors/suppliers in relation to contracts and agreements.

Consults the Health and Safety Executive in relation to health and safety issues.

Consults with stakeholders and collaborative partners.

Consults with trade unions in relation to policy development and specific cases as necessary.

Submits information to the ESFA as required.

Submits information to HMRC/ERPF/TP as required

Submits information to HMI/Ofsted as required.

Works collaboratively with School Business Managers outside the city, where appropriate, in order to share good practice.



	ORGANISATION CHART: 



	Executive Head  

   (                     (                   

                                         Head of School
(                   (
School Business Manager 
(                             (                                             

Office staff    and           Premises Staff                              



	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	Supporting Information 

(if applicable)

	PHYSICAL DEMANDS:

Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	(
	
	
	
	
	
	

	WORKING CONDITIONS:

Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	
	
	
	
	
	N/A
	

	EMOTIONAL DEMANDS:

Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	
	
	(
	
	
	
	The post holder will be required to deal with occasional confrontational situations


	PERSON SPECIFICATION
	Tick relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.

*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	GCSE to 5A*-C or equivalent including Maths and English.
	(
	
	AF

	
	Business Degree in a related subject or willing to work towards or alternatively demonstrate evidence of significant equivalent experience.
	
	(
	AF

	
	Qualified or part qualified professional accounting qualification (ACCA,ACA,ICAEW,CIMA,CIPFA etc), or SBM qualification.
	(
	
	AF

	
	Commitment to ongoing professional development.
	(
	
	AF

	
	Trained to Level 2 Safeguarding
 at a minimum.
	
	(
	AF

	
	IOSH Qualification or willingness to work towards.
	
	(
	AF

	2. 
	Relevant Experience:

	
	Experience of working with multi-disciplinary teams.
	(
	
	AF

	
	Experience of working to competing deadlines. 
	(
	
	I, R

	
	Experience of budgetary management 
	(
	
	AF

	
	Experience of producing complex documents and reports for a variety of audiences.
	(
	
	I, R

	
	Experience of successful management of a team of staff.
	(
	
	I, R

	
	Has experience in HR and Health & Safety responsibilities.
	(
	
	I, R

	3. 
	Skills (including thinking challenge/mental demands):

	
	Motivation to work with children and young people.
	(
	
	I, R

	
	Ability to form and maintain appropriate relationships and personal boundaries with children and young people.
	(
	
	I, R

	
	Independence of thought necessary to identify and pursue new lines of opportunity for development.
	(
	
	I

	
	The ability to act independently in situations where managerial direction is limited or not specialist to the area.
	(
	
	I

	
	Excellent budget management skills and the ability to present and explain financial information for all to understand.
	(
	
	I

	4. 
	Knowledge:

	
	The post-holder is required to use experience and professional knowledge in order to make a significant contribution to the development of strategy and development of diverse services.
	(
	
	I, R

	
	Specific knowledge is required in areas of Administrative Procedures, Business Administration, Finance, Human Resources, and Site Management.
	(
	
	AF

	
	An understanding of ESFA, UK Accounting Regulations, HMRC and other external body policies, practices, procedures and statutory requirements.
	
	(
	AF

	
	An understanding of school financing and finance generation within an academy setting. 
	
	(
	I

	
	An understanding of the complex funding received for alternative and specialist provision settings including hospital tuition.
	
	(
	I

	5. 
	Interpersonal/Communication Skills:

Verbal Skills

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues and children and young people.
	(
	
	I

	
	Highly developed interpersonal skills with maturity and sensitivity of approach necessary to communicate and negotiate effectively with diverse personnel both internally and externally.
	(
	
	I, R

	
	To be able to coach and develop the office staff, introducing new systems, leading by example.
	(
	
	I, R

	
	Written Skills

	
	The post-holder is required to produce written reports for a variety of audiences (including non-specialists), exchanging wide-ranging, complex and contentious information and to submit complex reports to governors, SLT colleagues and others on key strategic issues.
	(
	
	I, P

	6.
	Other:
	
	
	

	
	A commitment to safeguarding and promoting the welfare of children and young people.
	(
	
	AF

	
	The post holder is expected to use creativity to develop new approaches and solutions in situations with little or no precedents. 
	(
	
	I

	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	7. 
	Additional Requirements:

	
	None
	
	N/A
	

	8. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Trust obtaining a satisfactory Enhanced and Barring List Disclosure from the Disclosure and Barring Service (if ticked as an essential requirement).
	(
	
	DBS Disclosure

	
	If the post-holder requires a DBS disclosure the candidate is required to declare full details of everything on their criminal record.
	(
	
	AF(after short listing)

	
	If the post-holder does not require a DBS disclosure the candidate is required to declare unspent convictions only.
	
	N/A
	AF(after short listing)


