Trust Business Manager — Job Description

Brooke Hill Academy trust

Job details

Title: Trust Business Manager

Location: Trust office at Edith Weston Academy, also required to work between the other
academies in the Trust. Flexible/ hybrid working also supported by
arrangement. Attendance at out of hours Trustee meetings will be required

Salary: £40,486 - £41,511(including pay award)

Hours: 37 hours/ week, 43 weeks per year (term time plus INSET days and 4 weeks).

Contract type: Permanent

Reporting to: Chief Executive Officer

Purpose:

Brooke Hill is a Multi-Academy Trust (MAT) in Rutland and currently comprises three primary
academies in Rutland and Lincolnshire (Brooke Hill Academy in Oakham, Edith Weston Academy and
South Witham Academy). The core purpose of this role is to strategically lead and manage all non-
teaching related activities including the business, finance, administrative and human resources
aspects of the Trust in order that the Chief Executive Officer and Headteachers can focus on teaching
and learning and improving outcomes for children. The Trust Business Manager is a key part of our
small Central Team, working closely with the CEO and Trust Administrator and leading the individual
academy Admin and Premises teams.

Overview of Main Duties and Responsibilities:

General:

e Have particular responsibility for the strategic and operational delivery of the Trust
administrative, personnel, premises and business development functions.

e Manage the work of the finance and administration staff, ensuring that an effective
admin/financial service is provided for each academy.

e Manage the financial resources, including budgeting, budget modelling and maintenance of
financial probity.

e Carry out appropriate budget modelling, providing appropriate reports to the CEO and Trust
Board.

e Qversee spending of the budget, as required by the Governors, ensuring financial probity
and that audit recommendations and FMSIS requirements are implemented.

e Ensure compliance to Trust policies and procedures, highlighting issues to the CEO and/or
individual Headteachers as appropriate.

e Oversee all HR functions of the Trust and be the main point of liaison with HR providers.

e QOversee the estates management of the Trust, ensuring the Premises Teams work effectively
and provide a safe and compliant working environment.



Finance and Administration:

Line management of the MAT Administration Team in each academy to ensure they are
working efficiently and have appropriate training and support to fulfil in their roles.
Organise regular meetings with the Administrators to share best practice and organise
delegation of shared activities/ processes

Work with the CEO and Trust Administrator to ensure the effective running of the MAT,
ensuring the effective development, management and operation of Management
Information systems.

Provide the CEO with up-to-date information and reports regarding all aspects of the Trusts
finances, staffing and assets as required.

Develop and maintain a 3-year staffing and finance overview.

Ensure accurate and timely management, processing, recording and reporting of purchases
and all financial transactions.

Preparation of annual budgets with support of the CEO and Trustees in line with the 3-year
plan and aims of the Trust.

Provide accurate documents and reports at least a week in advance of Trustee meetings to
ensure we are delivering effective financial management of funding and resources. Keep the
Trust Board well-informed by highlighting any variances and providing commentary for
actual and expected changes.

Seek out, identify and bid for additional funds and grants to support the development of the
Trust and individual academies.

Ensure adherence to procurement processes, managing tenders, benchmarking and
evaluating suppliers and negotiating deals so that value for money is ensured.

Oversee school bank accounts to ensure compliance and funds are always available.

Ensure the MAT complies with financial reporting requirements and statutory returns are
submitted on time.

As required to develop policies, to ensure compliance with legal and other requirements
(e.g. GDPR, Safeguarding, H & S, DBS, Charging and Remissions, Copyright, FOI, HR and Pay).

Personnel:

Manage contracts, pay, recruitment and HR, liaising with our HR support providers as
required/appropriate.

Compliance with requirements and generation of accurate monthly payroll for staff across
the MAT.

Ensure that recruitment, appraisal, disciplinary and grievance policies are administered in
accordance with employment law.

Support the CEO and Headteacher’s in formulating staffing structures by providing accurate
costings and comparisons against the 3-year plan. Provide information/ advice on new
appointments to ensure the effective deployment of staff and financial efficiency.

Manage recruitment and induction ensuring this is compliant with the Trust policies.
Manage Trust personnel files centrally including maintaining up to date performance
management and staff training records.

Have overall responsibility for the upkeep of the Single Central Record (SCR) and ensure this
is being kept up to date by Academy Administrators.

Advise the CEO and Trustees on employment legislation and policies, contractual and salary
matters, taking advice as necessary from the personnel provider.

Liaise with local reps of professional associations/trade unions.



Premises Management:

Implement appropriate risk management strategies

Using Every software; formulate, monitor and implement the school’s H & S policies and
systems and oversee compliance with H & S regulations and best practice.

Oversee school premises, including school housekeeping, repairs and maintenance,
development of buildings and the provision of furnishing.

Use the condition surveys to develop a 3-5 year strategy for MAT resources and premises.
Use these to make recommendations on the spending of repairs and capital budgets.
Consider appropriate CIF bids to improve the fabric of the buildings and make
recommendations to the Trust Board as appropriate.

Ensure repairs and improvements are fit for purpose.

Strategic planning and management of external contracts (eg Grounds maintenance, new
buildings, refurbishment).

Managing and monitoring of sub-contract services (cleaners/catering) with periodic reviews
to ensure best value. Making recommendations to the CEO where better options may be
considered.

Manage the lettings of the MAT facilities to external groups ensuring all costs are adequately
covered.



Person Specification - Trust Business Manager

Experience

Essential

Desirable

At least 3 years’ experience as a school bursar/business manager

v

Experience of financial management, financial planning and budgetary
control within an organisation including school finance

v

Budget setting and management experience

Experience of using online budgeting software (e.g. Xero)

Experience of health and safety management

Experience of managing premises and using compliance monitoring
software (e.g. Every)

Experience of successfully seeking and submitting bids to secure additional
funding

Broader experience of working effectively with a wide range of external
partners either in or outside of an educational setting

Educational and Training

Educated to degree level or equivalent

GCSE English and Maths (Grade C or above or equivalent)

School Business Manager Qualification (eg level 4 DSBM)

Professional qualification in finance or accounts or other professional
qualifications relevant to the role

Detailed knowledge of financial planning and budgetary control processes
- ability to lead the development of a 3 year financial plan

Preparation, understanding and interpretation of financial data to make
sound financial decisions.

Understanding of GDPR and confidentiality

Experience of managing staff, HR processes and personnel matters




A thorough understanding of Safeguarding and experience in managing
the Single Central Record

An understanding of procurement and ensuring value for money

Trained in Safer Recruitment and Employment

Health and Safety management training or experience

Good working knowledge of school-based MIS (e.g. Scholarpack)

Knowledge of specialist ICT packages to support effective school/ Trust
management processes

Ability to exercise discretion and work with confidential information

Personal Skills and Qualities

Positive, energetic and proactive in their outlook and when working with
others

Innovative and self-motivated

Excellent communication skills in writing and in person

Work constructively as part of a team, understanding the challenges
schools face and supporting them to find solutions

Demonstrate personal and professional resilience to overcome challenges

Ability to support and motivate a wide range of staff

Excellent organisational skills

Ability to work with accuracy and to tight deadlines




