
	JOB EVALUATION CODE:
	Information Classification: CONTROLLED


CORNWALL COUNCIL
JOB DESCRIPTION
School Based (Mainstream)
Job title:		School Business Manager
Grade:		L
Responsible to:		Headteacher
Direct supervisory responsibility:		HR Manager; Finance Manager; ICT Manager; Catering Manager; Site Supervisor
Indirect supervisory responsibility:		Admin Team; Catering Team; Finance Team; Housekeeping Team; ICT Team; Site Team
Important Functional Relationships:	Internal: College Leadership Team, staff, students and governors
External: local authority officers and advisers; suppliers; contractors and project managers; parents and carers; local organisations
Main purpose of the job
To work closely with the Headteacher, senior leaders and governors to provide strategic leadership across the College's business and operational functions. To lead and develop the administrative, finance and site operations, ensuring that systems are efficient, compliant and responsive to the needs of the College community.
Main duties and responsibilities
1.  	To be a professional adviser to the Headteacher, senior leaders and Governing Body on finance, HR, site, procurement, compliance and operational matters.
2.  	To be a member of the College Leadership Team and actively contribute to the wider life and direction of the College.
3.  	To lead the College's financial management, including budget planning, monitoring, forecasting, reporting and benchmarking, and to oversee robust systems and processes for financial controls, procurement, asset management and value for money.
4.  	To lead, support and develop the College's administration, finance, catering, site and ICT teams.
5. 	To provide strategic leadership for HR, payroll, administration, contracts, procurement, site, catering, ICT, data protection and health and safety management.
6.  	To support senior leaders and governors with clear, accurate and timely financial and operational information.
7.  	To offer vision and leadership within the College across all areas of responsibility, including strategic planning and advice to ensure the best possible use of all resources.
8. 	 To work effectively to deliver the College's strategic vision and growth in relation to financial and operational activities.
9.  	To attend and present at College Leadership Team meetings, HR, Finance and Facilities sub-committee meetings and Full Governing Body meetings, and any other meetings required by the Headteacher or Governing Body.
10.  	To plan and manage change in accordance with the College Development and Improvement Plan.
11.     To ensure effective communication of College policies to staff, casual workers, volunteers and governors.
12.  	To ensure compliance with all statutory requirements and with College policies, protocols and guidance.
Finance-related duties
13.  	To be responsible for preparing a three-year budget forecast aligned with the College Development and Improvement Plan and ICFP parameters, for approval by the Headteacher and Governing Body and submission to the local authority.
14. 	 Working with the Headteacher, to develop the College business plan and long-term strategy for the future development of the College.
15. 	To monitor and control all income and expenditure on an ongoing basis and liaise with budget holders to ensure awareness and control of delegated funds.
16.  	To monitor College spending against the agreed budget plan, report monthly on variances with commentary, and submit monthly management accounts to the HR, Finance and Facilities sub-committee.
17.  	To maximise income generation within the ethos of the College, including lettings; explore new funding streams; advise the Headteacher and governors on financial policy and project appraisals; and write or coordinate funding bids supporting College priorities.
18.  	To liaise and negotiate with providers and third-party contractors, including arrangements for local authority service level agreements, and regularly review contracts to secure value for money and high standards of service.
19.  	To advise budget holders on budget planning and expenditure to ensure legitimate and appropriate use of College funds and prevent overspending.
20.  	To produce regular reports on the College's financial position for budget holders, the Headteacher and governors.
21.  	To prepare financial returns for the Department for Education, local authority and other government agencies as required.
22.  	To attend governors' meetings to provide financial reports and strategic plans for financial and business development.
23.  	To formally present spending plans for the College budget to the Governing Body.
24.  	To ensure appropriate systems and procedures are in place for raising invoices, monitoring debtors and pursuing outstanding debts.
25.  	To ensure appropriate procedures are in place for receiving and depositing money collected by the College from external sources.
26.  	To manage all non-public funds, including producing and presenting annual accounts to the HR, Finance and Facilities sub-committee.
27.  	To monitor all College bank accounts, ensuring appropriate use of each account and regular reconciliation of bank statements.
28.  	To ensure secure arrangements and appropriate authorisation for purchase orders, payments and petty cash transactions.
29.  	To be responsible for the College's rating assessment and VAT liabilities.
30.  	To be responsible for security arrangements for cash held in the College and for banking procedures.
31.  	To review the College's accounting systems, procedures and working practices regularly to ensure compliance with financial regulations and audit requirements.
32.  	To produce and update College financial procedures in accordance with financial regulations and audit requirements.
33.  	To liaise with outside agencies regarding the range and availability of facilities and services, including technology and resources, and research agencies and suppliers to secure value for money.
Site management-related duties
34.  	To manage and oversee the Site Supervisor and Site Team to ensure compliance with all site-related servicing, inspections, checks and assessments; consolidate property compliance work within one central record; and ensure in-house inspections and checks are documented in line with established procedures.
35.  	To ensure the safe maintenance and security of the College site, physical assets and grounds.
36.  	To ensure the safety, cleanliness and upkeep of all College premises, including management of energy systems, and to ensure an appropriate cleaning regime is in place and monitored effectively.
37.  	To ensure all health and safety risk assessments and COSHH assessments are completed appropriately and used to identify hazards, including fire, legionella and tree risks, and to manage third-party service contractors.
38.  	To ensure accurate and current asset inventories are maintained and audited at least annually.
39.  	To be responsible for the installation and maintenance of fire extinguishing and evacuation equipment; initiate regular fire alarm tests and evacuation drills; and ensure appropriate records are kept.
40.  	To manage the Site Team in relation to building projects and maintenance work, including helping to draft outline specifications and acting as the point of contact with contractors, architects, local authority planning departments and related agencies.
41.  	To ensure the necessary buildings, contents and employers' liability insurance arrangements are in place.
42.  	To be responsible for lettings and for developing College facilities for use outside College hours.
43.  	To review and update the College Critical Incident Policy in consultation with the Headteacher and ensure procedures are communicated clearly to staff and the College Leadership Team.
44.  	To manage the ordering of new and replacement facilities, equipment and resources within the agreed budget, ensuring adequate stocks are available.
Catering provision
45.  	To oversee in-house catering operations and, if provision is outsourced, tender, negotiate and monitor external catering contracts.
46. 	To set and monitor the catering budget, review pricing structures regularly, and aim for cost-effective or profitable service delivery.
47.  	To ensure compliance with national school food standards, food hygiene law and health and safety regulations.
ICT responsibilities
48.  	To plan the development, upgrade and replacement cycle for hardware, software and network infrastructure with the ICT Manager.
49. 	To source ICT equipment, software licences and external technical support, ensuring value for money.
50.  	To set and monitor the ICT budget, balancing digital learning needs against the College's overall financial limits.
51.  	To ensure operational continuity, data protection compliance, network security and uninterrupted technical support for teaching and administration.
Data protection management
52.  	To act as the College Data Protection Manager for general data protection and UK GDPR enquiries, Subject Access Requests and Freedom of Information requests, and monitor compliance with the Data Protection Act and UK GDPR.
Human resources
53.  	To ensure the College Single Central Record is current and compliant and that DBS, right-to-work and other required checks are completed appropriately for employees, volunteers, governors, self-employed workers, agency staff and contractors.
54.  	To ensure HR administration, including payroll set-up, employment contracts and termination documentation, is completed in line with College and payroll procedures.
55.  	To ensure the HR Manager maintains accurate staff absence records on SIMS, Oracle and local systems as required.
56.  	To ensure monthly payroll deadlines are met, including during holiday periods, and that first-run payroll reports are checked and approved before the final payroll run.
57.  	To review support-staff structures and deployment regularly across finance, administration, office, ICT, catering, site and maintenance functions, and make recommendations to the Headteacher as required.
58.  	To ensure effective training and continuing professional development for staff within the relevant functions, in line with identified development areas, operational requirements, work patterns and conditions of service.
59. 	 To coordinate and participate in recruitment and selection within the areas of responsibility and elsewhere in the College when required.
60.  	To advise the Headteacher and governors on salary assessment, staffing establishments and personnel policies and procedures.
61.  	To ensure relevant health and safety and risk assessments are in place for materials, practices, equipment, computers and facilities.
Whole-College administration
62.  	To be responsible for the College's administrative function, including management and organisation of the Admin Team; the financial management system; timely production of College records and publications; administrative ICT facilities; delivery of duties within Admin Team job descriptions; reprographics; record keeping; and the telephone system.
Community partnerships
63.  	To liaise with local community groups, schools and other relevant organisations and partners as required.
64.  	To develop business and community use of the College site, particularly the Sports Hall.
65. 	To promote the College through publications, newsletters and general correspondence.
66.  	To develop lettings use of College facilities, ensuring relevant policies are followed and required documents, including insurance and safeguarding policies, are checked.
67.  	To give or support formal presentations to parents, governors and other interested parties on business and finance matters, and to represent the Headteacher when required.
Whole-College ethos
68. 	To develop, write and evaluate relevant policies required for the effective and efficient running of the College.
69.  	To give presentations to staff during INSET, Curriculum Leader meetings and other settings on matters relating to the post.
70.  	To ensure decisions and actions are taken at the appropriate level within the College.
71.  	To work to ensure continuous quality improvement and service excellence.
72.  	To work in accordance with the College's child protection policies and procedures, safeguarding and promoting the welfare of children and raising any concerns identified during the course of duty.
73.  	To follow and positively promote applicable rules, regulations, legislation and procedures, including the College Equal Opportunities Policy and Code of Conduct and national legislation on health and safety and data protection.
74.  	To maintain the confidentiality of information acquired in the course of carrying out the role.
75.  	To undertake other activities appropriate to the grade of the post as reasonably requested.
76.  	To take responsibility for continuous professional development, including attending training required to carry out these responsibilities confidently and competently.
Every effort has been made to explain the main duties and responsibilities of the role; however, each individual task may not be shown. The post holder will be expected to comply with any reasonable request from a manager to undertake work at a similar level that is not specified in this job description.
Prepared by:	Torpoint Community College
Date:	September 2026


PERSON SPECIFICATION
Job title:	School Business Manager
Department:	College based
Person specification prepared by:	Torpoint Community College
Date:	September 2026
	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	Relevant
Experience
	Significant relevant experience of setting and managing budgets, financial management, site management and health and safety.
Experience of financial and accounting work.
Experience of using standard financial systems.
	Evidence of successful and proactive management of teams and projects.
Relevant experience within a school environment, including a maintained school.
Evidence of managing projects to completion.
Experience of using SIMS FMS and budget-setting software.
	Application form.
Interview.

	Education and
Training
	A degree, full professional qualification or equivalent. Alternatively, extensive relevant experience demonstrating an equivalent level of knowledge and skills.
	CIMA, ACCA or equivalent qualification.
Further study, training or professional qualifications in a relevant field.
Accredited health and safety qualification, for example IOSH Managing Safely.
	Application form.
Interview.
Certificates.

	Special Knowledge
and Skills
	Strong numeracy and literacy skills.
Authoritative knowledge of the area of work and an understanding of the functions within a maintained or foundation trust school.
Excellent ICT skills.
Proven leadership, management and supervisory skills.
Report-writing and presentation skills.
Strong organisational skills.
Excellent oral and written communication skills.
	Knowledge of school or college administrative and accounting systems.
Knowledge and experience of data protection management or the Data Protection Officer function.
	Application form.
Interview.

	Any Additional
Factors
	Self-motivated and enthusiastic.
Entrepreneurial, able to work under pressure and use initiative.
Professional and friendly approach.
Comfortable working with children and young people and aware of relevant educational developments.
Right to work in the UK.
	
	Application form.
Interview.



