THE SAINT JOHN HENRY NEWMAN SCHOOL
Job Description for the post of School Business Manager
Postholder:



Hay Grade:

Depending on experience
Hours of Work:
37 hours 52 weeks
Date:


May 2022
You are required to maintain and develop the Catholic character of the School in accordance with the direction given by the Headteacher and Governors as expressed in the School Mission Statement. 
Line Management: The School Business Manager is accountable to the Headteacher and undertakes particular duties as the Headteacher may reasonably direct from time to time.
Financial Management

MAIN DUTIES AND RESPONSIBILITIES

Part 1
- Financial Management
· In consultation with the Headteacher, prepare draft annual budget for approval by the Governing Body.

· Liaise with DOWAT board at an appropriate level. 
· Liaise with the Finance Office and monitor expenditure, make any corrections required to control budget, prepare monthly expenditure reports for Governors with a commentary.

· Liaise with the Finance Office and monitor expenditure, make any corrections required to control budget.

· Liaise with the Finance Office to prepare Budget Forecast Returns for the Trust and DFES, meeting all current deadlines.

· Ensure good financial controls are upheld and liaise with the Finance Office to monitor internal school budget holders, calculate budgets, study expenditure etc.

· Ensure all income is banked and accounted for correctly.

· Ensure all transactions have relevant authorisations. 

· Review and approve all orders for supplies and equipment, review and approve all invoices for payment. Ensure Best Value principles are upheld.

· Manage the work of the school financial staff, ensure procedures and accounting standards are maintained.

· Manage the in house payroll system along with the finance staff.
· Comply with all statutory bodes Inland Revenue National Insurance Contributions, Teachers Pension, Local Government Pension, Benefit Office etc

· Comply with and ensure staff meet the year-end payroll deadlines so that the school is not penalised.

· Comply with and ensure finance staff meets the year-end deadlines for Pension Returns to LEA for Teachers and Other Staff.

· Comply with and ensure finance staff meet the deadline for the Teachers Service Return and Local Government Staff.

· Ensure compliance with auditing and accounting standards, respond to any items reported by the Auditors that are raised as concerns.

· Account for and manage school funds and other non-public monies.

· Obtain quotations for goods and services ensuring that the Best Value principle is always applied. Negotiate contracts for goods and services on this same principle.

· Maintain staff salary forecasts to assist the decision making processes of the Headteacher and Governors.

Part 2 – Human Resources Management 

· Liaise with Personnel Administrator and SLT Recruitment and Performance Management. Have an awareness of the significance of Contracts of Employment.
· Liaise with Inland Revenue, National Insurance Contributions, Benefits Office, and Immigration, Pensions (both Teachers and Other Staff). Upgrade Sage system accordingly to meet all statutory bodies.

· Ensure that all salaries and other payments are made correctly, deal with queries as required.

· Maintain contacts with relevant bodies re pension schemes and other staff benefits.

Part 3 – Facilities and Property Management

· Manage the Revenue Budget and Capital Bid applications for school premises.
· Manage, in liaison with the Deputy Headteacher and Premises Manager the planned maintenance of the whole school.

· Help prepare and submit capital bids.
•
Ensure best value and practice in the selection of contractors, materials, standards of works for building, repair and maintenance work.
· Dowat (Trust) award energy contracts and thereby ensure best value principles are covered. Finance ensure payments are up to date. 

· Maximise school income through lettings etc. 

Part 4 – Information Management

· Liaise with ICT, Network Manager and other interested parties to ensure best value, effectiveness and efficiency of whole school networks.
· Liaise with Network Manager and plan for the most effective, efficient and best value telephone system for the school.
· Liaise with Network Manager and plan for the most effective, efficient and best value photo copying system for the school.

•
Ensure compliance with the Licensing legislation for Copyright/Broadcasting/Performing/Hymn Copyrights. (Currently blanket licensing with DFES 202/2021)
· ICT manage the data recording the Asset Register.
Part 5 - Support Services Management

· Work with the Cleaning Contract Company and Premises Manager on the delivery of cleaning the school and applying best value principles.
· Dowat (trust) award Insurance contracts and thereby ensure best value and legal compliance is covered. 

· Work with interested parties, for the provision of Minibuses and negotiate leasing/hire arrangements if required. Arrange road tax, insurance and MOT.
Part 6 – Health and Safety

· You are to lead on the quality and development of health and safety provision, the use and development of risk assessments and report to the school’s governing body and to the Trust Board on matters of risk.

Part 6 – Line Management  
· You are required to keep the Headteacher, Senior Leadership Team and Governing Body informed about relevant national and local initiatives and advise them appropriately of the School’s involvement
Part 7 – Equalities 

· Be aware of and support school policies that promote equality within and beyond the school community. 

Part 8 – Health and Safety

•
Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection; and report all concerns to an appropriate person.
Part 9 – Disclosure & Baring Service 
•
This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974.  An enhanced disclosure will be sought through the Disclosure and Barring Service as part of the pre-employment checks.  
Part 10 - Additional Information
· A flexible approach, along with good communication and organisation skills are essential for this role. 
· The jobholder is required to contribute to and support the overall aims and Catholic ethos of the school.
· The staff are required to participate in training and other learning activities, and in performance management and development, as required by the school’s policies and practice.
The Saint John Henry Newman Catholic School is committed to safeguarding and promoting the welfare of children and young people. 

The school is an Equal Opportunities Employer and complies with the Equalities Act 2010.

The duties and responsibilities listed above describe the post as it is at present. 
The post holder is expected to accept any reasonable alterations that may from time to time be necessary.
Signature of Postholder………………………
Date………………
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