JOB DESCRIPTION: School Business Manager
Post Title: School Business Manager Grade: Grade 10
Hours of work: 37 hours per week term time + INSET days (5 days) and two additional weeks (subject to negotiation) 

Leave to be taken during school holidays
Or Full time – to be negotiated at interview 

Responsible To: Headteacher and Governing Body 

PURPOSE OF JOB - overview
The school business manager (SBM) is responsible for managing the strategy and operation of the business functions of our school, including financial management, health and safety, human resources, compliance and administration. 

They will advise on and implement the day-to-day support that enables the school to operate effectively and efficiently, and that allows other members of the leadership team to focus on teaching and learning.
Leadership and Strategic management

Overview: To ensure the school makes the best possible use of resources through effective forward planning and financial consideration; working as part of the Leadership Team (SLT) and advisor to the Governing Body (GB) on the financial and HR aspects of the school.
Typical Duties:

· Under the direction of the headteacher, lead on all financial matters in school, to ensure the school’s successful financial performance and to ensure financial decisions are clearly linked to the school’s strategic goals

· To ensure the efficient operation of the school’s budget monitoring the School Budget Share expenditure and providing a monthly report for the Headteacher within the first week of every month, drawing attention to any causes for concern and recommending appropriate action;
· To provide timely financial reports and strategic advice to the Governing Body;
· To actively seek maximisation of income for the school by strategic forward planning and taking a commercial view on leading business potential and opportunities – leading on lettings and all associated tasks with this;
· To be a full member of the School Leadership Team providing advice and information so that the school can make effective management decisions including staff recruitment and deployment;
· Ensure the school makes the best possible use of available resources;
· Ensure that the school is fully prepared to meet external auditing and SFVS;
· To liaise with relevant members of the Local Authority on matters of finance;
· To function as line manager for all administration and secretarial staff (and for other associate staff as and when appropriate); ensuring clear lines of communication, clarification of responsibilities and regular appraisals. Oversee Technical ICT technician regarding work allocation and prioritization;
· To be responsible for communication between the school and its service users;
· To act as a role model and lead by example, embracing change and constantly pursuing the best for the school.
· As a member of the senior leadership team, attend leadership team meetings and report to governors where appropriate
Financial Management

Overview: To ensure the integrity of the school's financial management and the smooth running of the day-to-day financial operations; ensuring the school has appropriate financial policies, systems and reporting in place and that income and expenditure is well managed and reported on accurately; including the management of school funds.
Typical duties:

· In partnership with the headteacher, manage the school’s budget and ensure it is balanced, realistic, and represents an effective use of public funds 
· Preparation of the school’s annual budget in line with the School Improvement Plan for approval by the governing board, Headteacher and LA;

· Monitor the budget all year round, advising the headteacher where revisions or changes are needed 

· Forecast future years’ budgets, based on the school’s estimated funding and trends in expenditure, to enable the headteacher to make strategic, long-term decisions
· To ensure that Best Value Statements, and all financial returns for the DfE and LA and other central and local government agencies are compiled and submitted within statutory deadlines;
· Responsible for ensuring maintenance of the Bromcom finance system – ensuring the efficient ordering and invoicing, processing and payment of all goods and services provided to the school;

· Processing BACs and cheques runs to settle accounts;

· To ensure the principles and procedures detailed in the Schools Financial Value Standard (SFVS) are adhered to; 

· To be responsible for all School Fund monies and other monies received by the school, ensuring that appropriate accounting procedures are understood, adopted and followed by office admin staff; and are externally audited annually;

· Manage the administration of all financial systems including the delegation of financial tasks to the Finance and Resource Assistant;

· Comply with financial reporting requirements and submit statutory returns

· Oversee school bank accounts on a day-to-day basis, ensuring money is banked, invoices are paid promptly, money owed is collected, and clear records are kept

· Develop and implement the school’s fundraising and income generation strategy, choosing fundraising priorities in line with the school improvement plan 

· Find and apply for grants

· Lead on procurement processes, managing tenders where appropriate, conducting due diligence, benchmarking and evaluating suppliers, negotiating deals and ensuring value for money 

· To manage the school trip process from start to finish, delegating to relevant staff members at different stages of the process. This includes managing all financial tasks entailed in school visits and events, both day trips, workshops and residentials;
· To process payment for temporary staff (supply teachers) and overtime claims;
· To be responsible for ensuring that the school has adequate levels of insurance and that we are covered at all times - and handling any claims that arise;
· To negotiate, manage and monitor contracts, tenders and agreements for the provision of services that the school use (SLAs and photographers, cleaners, etc);

· Income collection and generation in a timely manner – including management of lettings and promoting lettings;
· Value for money – seek every opportunity to ensure that resources and services purchased are good value for money; seeking discounts and preferential rates. Undertake research and obtain information to inform decisions;
· Benchmarking – work on a yearly basis to carry out analysis on whether we spend our money appropriately and in line with other schools with a similar demographic and size;
· To maintain an asset register that records all items of financial value that have been purchased and records when and why these are disposed. 

· To support the schools PTA in organising fund raising events – being the conduit between the school and the charity.
Line management
Overview: To provide leadership and guidance, including direct line management for office and premises staff (and where appropriate other support staff) ensuring good collaboration and effective delegation of tasks. 
Typical duties:
· Line Management of office staff in order to ensure the smooth running of the office, looking to improve systems and organisation as well as carry out appraisal/ training / induction and mentoring these staff;

· To run fortnightly office meetings to ensure smooth running of office and liaise back to HT where necessary;
· To develop robust systems that ensure the day to day running of the school flows smoothly and staff are aware of up coming events (ensuring the office staff publish termly dates);
· To manage staff who have responsibilities for handling monies, overseeing the quality of work of contractors i.e. cleaning staff on contracts, temporary admin staff, building contractors, etc;
HR and staffing
Overview: To provide advice on HR and employment issues to the school;
Typical duties:
· To ensure that all staff records are efficiently and confidentially maintained; 
· Manage the payroll services and contracts for all school staff;
· To be responsible for providing advice on recruitment procedures, induction and training. Advise on the process of selection of staff, both supply and contracted teaching and support staff, advertising vacancies, arranging interviews, following up references and ensuring all aspects of safer recruiting are meet in conjunction with the Headteacher and the Governors;
· To liaise between the school and WSCC on all aspects of HR; to use the HR team to inform on all employment issues and queries;
· To provide high quality advice/information for Headteacher and Governing Body on assessment of salaries, expenses, sickness and maternity procedures, redundancy and other employment law matters;
· Carry out all aspects of Employee/Personnel Administration including the effective operation of payroll systems;
· To ensure that sickness and leave of absence records are maintained and monthly returns are remitted to LA, to complete associated insurance claims;
· Ensure salary and expenses claim forms are authorised and remitted to LA on a monthly basis; 

· Manage and maintain the school’s Single Central Record for safeguarding purposes;
· Maintain personnel records, staff contracts and training records.
Premises / Estates Management
Overview: Plan and prioritise all estate work with the Premises Manager to ensure that the learning environment is safe, well maintained, secure, efficiently run, fully compliant and utilized as a source of income. 
Typical Duties:
· To attend premises meetings with the Premises Manager and Headteacher to identify and monitor the site and buildings and plan for improvements considering budget against need and the use of devolved capital funding;
· Alongside the Premises Manager plan and review the school’s compliance with health and safety regulations, and put in place processes and procedures to ensure the safety of all in the school;
· Ensure adequate ‘Risk Assessments’ are carried out on all aspect of the school site and how it is used to ensure that all are kept safe; these are regularly reviewed, circulated and are part of the induction process for new staff;
· Ensure adequate insurance cover and monitor administration of claims;
· Ensure the continuing availability of utilities, site services and equipment;
· Monitor, assess and review contractual obligations for outsourced school services; 

· Ensure ancillary services e.g. catering, cleaning, etc., are monitored and managed effectively;
· Manage the letting of school premises to external organisations, for the development of the extended services and local community requirements as well as to raise capital for the school;
· To delegate to the Premises Manager the upkeep of playing fields, gardens, all weather surfaces and land drainage through maintenance contractors;
· To assist the Headteacher with the preparation of specifications, 
· To develop work specifications and projects to enhance the school or to maintain, managing self-help projects and service contracts including the selection of tenderers for minor works;
· Supporting site security and the process under which these are maintained – opening and locking when necessary.
Whole school administration

Overview: To improve the efficiency of school wide admin processes, facilities, communication and ICT; advising the Governing Body and SLT as appropriate. 
Typical Duties:

· To manage the administrative function including the administrative ICT facilities, school reception, reprographics, records and telephones; 

· To be responsible for the systems and general management of the schools administrative and financial computer network, the implementation of appropriate Management Information Systems and the full computerisation of the administration accounting and record system, including desk top publishing;
· Ensure that the school works within Data Protection legislation;
· To ensure that all pupil records are efficiently and confidentially maintained; 
· To ensure that all pupil related returns e.g. absence, School Census, assessment etc. are generated and submitted to the relevant agencies correctly and in a timely manner;
· To be responsible for logging and auditing ICT hardware alongside the ICT technician in order to maintain and develop a continuous upgrading plan for ICT;
(Some of these duties will be delegated to administrative /finance /premises staff as appropriate to their job descriptions and role within school. The role of the SBM is to oversee the implementation of these duties.)
GENERAL

· To contribute to a positive school ethos and to present a polite, calm, professional and positive face of the school to a wide range of people who work in it, visit or contact the school;
· To cover reception duties of office staff as required, to ensure the office has adequate cover at all times; 

· To attend and participate in meetings relevant to role as required;
· To comply with and assist with the development of policies and procedures relating to health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person; 

· Build a strong relationship with the Headteacher, office team, teachers, Governing Body, support staff, parents and pupils and the Parent Teacher Association and with other agencies/ professionals associated with the role;
· Be aware of and support difference and ensure equal opportunities for all;
· Participate in training and other learning activities and performance development as required;
· Maintain a strict code of confidentiality within and outside of school.
The above sets out the expected area of work in which duties will generally be focused, and gives an example of the type of duties that the post holder would normally be expected to carry out. Please note that this is for guidance only. Post holders are expected to be flexible and to operate and carry out any other relevant duties that are appropriate to the post and are reasonably requested by the headteacher. [image: image1.png]



