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The Park Community School

Nestled close to the beautiful North Devon coast and at the edge of Exmoor, The Park Community
School is one of two 11-16 comprehensive schools in Barnstaple. Park was opened in 1972 following
the re-organisation of selective education in the town; however, the origins of the school date back
to 1910, with the site housing both the Boys and Girls grammar schools. Many elements of the
original buildings remain and this helps to link the school to its proud and strong history.

The school currently educates 1441 students, mainly from the town of Barnstaple and outlying
villages. In recent years, the popularity of the school has meant that the geographical catchment has
increased, with many students now travelling some distance to join us. Most year groups are
currently oversubscribed.

The school is a founding member of The Tarka Learning Partnership (TLP), an academy trust with a
vision to empower young people in North Devon through learning. The Trust includes Park’s main
feeder primary schools - Eden Park Academy, Sticklepath Community Primary Academy, Landkey
Community Primary Academy, Roundswell Community Primary Academy, Newport Community
School Primary Academy, Fremington Primary School along with North Molton Primary School. TLP
also includes the Devon Primary SCITT, a partner dedicated to primary school teacher training.

TLP supports Park and ensures academic rigour, collaboration and the further development of
teaching and learning. Park also has strategic alliances with the North Devon Academic Board, and is
a member of South West Institute for Teaching (SWIFT) and the North Devon Teaching School
Alliance. This reflects a key focus of our vision and governance to ensure continual school
development.

This is an exciting opportunity to join Park School’s well-established and ambitious Senior Leadership
Team at a time when they are leading a modernisation of structures and processes, coupled with
new approaches to the educational support of students. The Business Manager has a key part to play
in this forward momentum.

As part of the Tarka Learning Partnership we are a Safe Employer and thorough checks will be carried
out as part of our commitment to Safer Recruitment. We do not accept Curriculum Vitae. Any
successful candidate would be subject to a fully enhanced DBS check, and would be expected to
adhere to our Safeguarding and Child Protection Policy as well as other mandatory policies. For more
information, an informal discussion or a tour of the school, please contact HR on 01271 373131.

Job Title: School Business Manager

Contract Term: Permanent, All Year Round

Vacancy Closing Date: 6th July 2022

Interview Date: 13th July 2022
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Job Description

Job Title: School Business Manager
Responsible to: Head Teacher

Directly Responsible for: Finance Officer, HR Manager, Facilities Manager, Catering Manager, Systems
and Support Manager, PA to SLT & Communications Officer.

Work Pattern: Full Time - 37 hours per week, all year round, 08:00-16:00. Some flexibility of working
hours will be required.

Annual Leave: Annual leave must be taken in consultation with school management in order to meet
required school and trust deadlines and work cycles, but would include the opportunity for
term-time leave.

Grade: TLP special salary scale - £47,665 - £52,867 per annum (points 43 — 48 inclusive)

Job Purpose: As part of the Senior Leadership Team, take a strategic lead within the school with
oversight for finance, human resources, facilities, systems and support, marketing, UK GDPR,
commercial activities, Health and Safety, IT and the development and implementation of efficient,
sustainable, compliant and quality assured school business operations.

The School Business Manager will work closely with the Head Teacher, Deputy Head Teachers and
other SLT to ensure the school meets its educational aims.

The School Business Manager is responsible for providing professional leadership and management
of support staff, in partnership with teaching staff, to enhance overall effectiveness.

The School Business Manager promotes the highest standards of business ethos within the support
functions of the school, ensuring effective use of resources.

Principal Accountabilities;

® Provide a strategic vision and leadership to a wide range of teams within the school to secure
continuous school improvement.

e Alongside the Head Teacher, ensure the school staffing, structure, infrastructure and
resources continue to meet the aspirations for school improvement.

e To support senior leadership colleagues with effective risk management, through raising
awareness, strategic planning for risk mitigation.

e Responsible for strategic budget management to ensure sustainability.

e Responsible for day to day compliance with finance policy and ensuring effective deployment
of resources, achieving best value for money.
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Responsible for day to day compliance with relevant HR policies and ensuring effective
deployment of resources and compliance.

Responsible for compliance with legislation including health and safety and UK GDPR.

To ensure a continual focus on school improvement through research and new developments
that add value, improve efficiencies, improve quality, reduce carbon footprint and enrich the
experience for students and staff.

To be take a shared responsibility for all non-teaching focused support operations and
strategic developments and plans in relation to running and promoting the school, whilst
achieving best value for money and optimising its use for the benefit of the School and wider
community. Providing a cohesive financial plan to help the school meet its goals.

To be responsible and accountable for all financial, premises, resources (including staffing),
strategic planning and development.

To rationalise all school financial and material resource planning and management in order
to maintain the smooth financial operation of the school, whilst achieving best value for
money and maximum utilisation of accommodation/resources and to create a healthy, safe
and secure working environment for students, staff and visitors.

To lead and take an active role within the Operational Leadership team in developing and
delivering support services, reducing risk and optimising efficiencies to achieve excellence in
the TLP defined standards.

Provide support and guidance to direct reports and monitor workload and wellbeing of those
colleagues.

Shared Responsibilities to support the Leadership Team members:

Foster community links

Engagement with Tarka Learning Partnership and service providers

where appropriate

Ensuring the school strives for a ‘highly effective’ rating across all

relevant TLP standards

Informing and monitoring of school targets

Support the Senior Leadership Team

Work to strengthen and enhance The Park Community School’s values and culture

Work to safeguard staff, students and their data that we process

Create a positive behaviour culture based on kindness and empathy

To be alert and active on issues relating to pupil welfare, safeguarding and child protection
and to pass on information and concerns (significant and low-level) to the relevant personnel
in the school.

Take a leading or supportive role in any investigations as required.

Key Function 1: Leadership, Management and Strategy

Manage/strategic oversight for Operational IT.

Act as the school’s GDPR lead, ensuring data management and sharing is robustly controlled
and reporting and dealing with any GDPR breaches.

Contribute to strategic workforce planning as relevant/when required.
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Provide strategic vision and leadership across all non-educational functions of the school.
Appoint and lead school support staff over a wide range of disciplines, including
administration, finance, personnel, library, mealtime supervision, technical staff, catering,
cleaning, health and safety, grounds maintenance, premises and security.

Lead the Senior Leadership Operational Team, attend meetings and play a central role within
it. Lead and advise on matters within role remit and on business risk to drive continual
improvement in the administrative function of the school.

Oversight of the tendering for service contracts at school level and insurances for areas not
covered by RPA with a view to cost effectiveness, risk mitigation and suitable protection.

Play a leading role in the general management and change management of the
administrative and curriculum ICT infrastructure and ancillary facilities, collaborating
regularly with the School’s IT provider Manager.

Contribute to the formulation of the school’s Self Evaluation and Improvement Planning
processes.

Deliver school wide awareness training for data protection, H&S, and other compliant
practices in line with TLP guidance.

Formulate and update policies on behalf of, and for ratification by, the School Community
Board relating to areas covered by this specific role.

Prepare detailed regular financial reports for leadership and for the TLP Chief Financial
Officer.

Support the Headteacher in preparing financial updates and reports for the TLP Board of
Trustees.

Prepare information for publications and returns for the TLP, agencies and stakeholders as
required and within statutory guidelines.

Key Function 2: Finance

Ensure systems and processes for effective financial & resource management are fully
embedded within the school.

Ensure the Senior Leaders understand its budget position

Ensure Senior leaders and budget holders are acutely aware of policy, their school context
and the factors that will impact the resources available tothem and take account of
financial sustainability in all their decision making.

Ensure reporting is clear & transparent.

Ensure the school can set an in-year balanced budget maintaining reserve levels above 5% of
income, or planned deficit where reserves above 5% are used to support a capital project.
Ensure there is a high degree of accuracy in the processing of financial transactions.

Ensure a high level of compliance to the Trust’s Finance Policy & Procedures Manual, best
practice is deeply embedded within the schools’ systems.

Information to inform returns and monitoring is consistently submitted in full by the
published deadlines.

Ensure monthly pay reports are scrutinised to ensure minimal errors in staff pay.

To be proactive in sourcing external funding for school development.
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Develop and manage the strategy for fundraising and income generation and to oversee, if
not prepare, funding bids and grant applications.

Ensure effective management of service contracts and timely review of any contract
renewals to secure quality.

Work with the Headteacher in ensuring that the school’s budget supports strategic initiatives
in a cost-effective and efficient manner.

Key Function 3: Human Resources

Line management of HR Manager

Safer Recruitment Compliance including Single Central Record.

Oversee and manage, alongside other SLT members, new staff induction days.

Ensure HR administration processes are effective and UK GDPR compliant.

Prepare and submit workforce census.

Support Headteacher with Teachers’ Annual Pay Review and issuing of annual pay
statements.

Develop effective and compliant recruitment practices to support staff vacancies.
Development and Implementation of effective performance appraisal systems for support
staff.

Be proactive to identify and support staff wellbeing concerns at an early stage and facilitate
appropriate support.

Line management of Finance Assistant

Oversight of payroll, including anomalies and investigations into errors.

Key Function 4: Facilities

Provide a safe working environment for all students, staff and community users.

Develop strategic long-term investment plans for the maintenance and development of the
campus.

Oversee the letting of school premises to external organisations, for the development of the
extended services and local community requirements.

Have oversight of the emergency evacuation drills and procedures, including emergency
school closure procedures under the direction of the Head Teacher.

Oversight for school security - access arrangements for staff and visitors, CCTV

Be responsible for the environmental/sustainability development of the site.

Oversee the implementation and usage of Parago site management system.

Oversee RIDDOR and incident reporting.

Be responsible for effective asset management across the whole site.

Oversee systems are in place for effective monitoring, measuring and reporting of health and
safety issues to the Senior Leadership Team and Trust and - where appropriate - the Health &
Safety Executive.

Line management of the school’s Catering Manager and ensure the efficient running of the
catering service.
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Ensure that the Food Standards Agency guidelines are followed with reference to health and
safety and nutrition.

Following the overall Trust strategy and policies, to be responsible for the development and
implementation of the medium to long term catering strategy in the school.

Key Function 5: Systems and Support

Line management of MIS/Systems developments.

Oversee Systems and Support Manager relating to data migration, development and
implementation of systems and software.

Oversight of the website and all other marketing collateral and the internal and external
communications infrastructure.

Oversight of the resources and administration required to support offsite activities.

Regular engagement with 3™ party IT Manager regarding infrastructure developments.

Key Function 6: Front Office and Administrative Support

In tandem with the Senior Leadership Team, oversee the communications strategy, publicity
and promotion of the school.

Strategic oversight and line management of internal and external marketing

Ensure administration processes are fully UK GDPR compliant.

Expansion of school business services - Direct Provision of Uniform.

Oversee the maintenance of student records and be responsible for records and returns as
required.

Use data analysis, evaluation and reporting systems to best effect by ensuring systems are
streamlined to maximise efficiency and avoid duplication.
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Person Specification

Shortlisting will be based on these below requirements being evidenced where possible in your
application form. Candidates who are successfully shortlisted, will be invited to an interview to
explore their suitability for the job. In addition to the interview you may be required to perform a
Task and, or undergo an Observation of skills in practice. If applicable, this is indicated in the
Assessment Method column below as follows:

T = A Task/Test of shortlisted candidates for the specified requirements
O = An Observation

Category Requirements Essential | Assessmen
/ t Method
Desirable

Qualifications, Recognised management/business degree or | E

E ion n equivalent related professional qualification.

Training School Business Manager specific qualification, | E

i.e. fellow of NASBM, DSBM, CSBM.
Professional Good organisation and an ability to prioritise. E

Knowledge and skill | Ability to prepare and manage large scale
budgets, budget monitoring and accounts.

High level ICT skills. E
Moderate knowledge of IT infrastructure D
Knowledge of school software packages, i.e.
Bromcom E
Advanced knowledge of spread-sheets. E
Excellent written and verbal communication
skills.
Delivering training/facilitating workshops
Experience Successful experience of secondary school | E

business management.
Experience of working in a financial capacity in | E
a large organisation
Substantial administrative skills within an | E
educational background
Project management

Bid writing

Skills/Attributes Ability to maintain confidentiality. E
Ability to work under pressure. E
Ability to empower others and delegate | E
effectively.
Diplomatic. E
Tactful. E
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COMMUNITY

Problem solver E
Confident communicator at all levels E
Strategic thinker and planner. E
Ability to contribute to senior management
regarding financial advice.

Attitudes Risk averse E
Empathetic E
Flexibility in working hours E
Enjoys working as part of a team E
Able to work under own initiative and | E
independently
Able to reflect and learn from experience E
Professional and resilient and able to function | E
well under pressure
Propensity for attention to detail E
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