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Job Description for School Business Manager

Core Purpose of the Post:
As part of the Senior Leadership Team, to be responsible for the operational management of Finance, Premises, Administration and Resource Management &  Community usage and Lettings.

· Implementing  school policies and procedures
· Strategic financial planning
· Ensuring safeguarding and safer recruitment
· Promoting the aims, objectives and ethos of the school
· Ensuring a healthy, clean and safe environment is maintained to high standard
· Liaising with external agencies as appropriate
· Ensuring specific day to day functions of the school run smoothly

Although the role is full time and based on a 37 hour week, the post holder may be required to work outside of normal school hours on occasion (e.g. to attend Governing Body Meetings, etc), with due notice. 


MAIN DUTIES AND RESPONSIBILITIES:

Strategic role
a) Ensure the school budget supports the School Improvement Plan and is in line with the Christian Ethos of the school
b) Responsibility for strategic planning aspects over current year and a three to five year period where financial implications occur in order for the school to make the best possible use of resources available and to keep abreast and advise on current government and LA financial policy.
c) Be responsible for the submission of relevant information to  the Governing Body and outside agencies e.g. DfE, LA
d) To assist in the implementation of all policies within the remit of the role. These policies will include, but are not limited to, Scheme of Delegation, School Governance, Financial Delegation, Risk Management, safeguarding and pay and Health and Safety, lettings and charges and ensure that policies are communicated and consulted with staff, contractors, parents, children, the local authority, and other interested parties. 
e) Working within the leadership team to ensure that the revenue and capital funding, equipment and resources are managed efficiently and cost-effectively in support of educational objectives.
f) To continually enhance the reputation of the school within the borough and beyond by building  good networks of support and developing effective relationships  



General Management and Administration
a) To be responsible for the management and day to day running of the school office in the early years of the school’s development.
b) Implement clear admin procedures to ensure the smooth running of the school.
c) To be responsible for the overall line management and professional development of the Site Manager in developing and implementing new procedures, protocols and office systems to meet the changing needs of the school. To set objectives and manage performance of administration and premises staff.
d) To recommend, establish and maintain computer-aided administration, including SIMS and FMS which supports all the general work in the school, including statistical analysis, in conjunction with the LA, ensuring that the pupil database and other pupil records are properly maintained and regularly updated.


Finance and Accountancy
1.     To formulate short (one year) and long term (three to five year) budget strategies with agreed procedures which are reviewed annually and to prepare and present the annual budget for approval by the Head teacher and Governors with regular financial updates and reports over the year
1.     To be responsible for all the financial accounts within the school; ensuring that all finance procedures are carried out in line with current regulations, preparing financial returns and operating all bank accounts, for public funds,  school journeys and any external grants and to undertake monthly reconciliations 
1.    To be a budget signatory for all school budgets up the limit prescribed by the Governing Body 
1.     To be a member of the Finance Committee attending committee meetings as required.
1.     To ensure effective monitoring systems of income and expenditure are operated.
1.     To undertake the accounting for the school, recommending appropriate action where necessary obtaining comparative quotes, where appropriate, in order to receive best value for money. Having responsibility for ensuring the banking of monies, electronic income, and chasing monies owed to the school, and payment of casual staff and overtime.
1.     To review annually Service Level Agreements offered by the LA and consultants to achieve best value for money.
1.     To prepare bids for capital development projects, external funding possibilities. 

Premises
1. In partnership with the Site Supervisor ensure effective management and maintenance of the school site (including planned works) and ensure that contracts for annual checks are carried out as well as ensuring all insurance and liability insurance policies are up to date.
1. To ensure, as far as is practicable, that the security of the site is maintained at all times and to make recommendations for improvement as necessary and is compliant with safeguarding policies.
1. Oversee the facilities and estate functions of the school to ensure as far as reasonably possible that:
I. an asset management plan is developed, implemented and updated in line with agreed priorities including risk management;
II. all sites, buildings and facilities are compliant with relevant legislation and procedures such as health & safety and child protection;
III. caretaking, cleaning, grounds maintenance and building maintenance programmes are fulfilled to the agreed quality standards by staff and contractors;
IV. policies and procedures for contractor and supplier access to site and their management on site is aligned to children safeguarding policies.

1. Under guidance establish and maintain a school Health and Safety policy and oversee a programme of risk assessments and fire drills. 
1. To undertake other related duties that may be required to meet the needs of the schools.

Contract Management and Procurement 
1. To be responsible for and manage contracts with external providers which will 
            include, but are not limited to 
I. Site Services 
II. Photocopying and Printing
III. ICT Service and Support
IV. Site Maintenance and Health and Safety 
V. ICT Software 

1. To lead negotiations with all potential and existing suppliers to ensure the school the best value for all goods, services and works procured. 
1. To lead in the development of performance indicators to manage all contractors
1. To lead in dispute resolution and rectification where contractor performance is not meeting standards
1. To identify, research and recommend contractors to the Governing Body
1. To ensure that the school adheres to the WBC Procurement guidelines and that major procurement is communicated to the leadership team and governors

Communication and ICT
1. To ensure that all office & premises staff contribute to professional and welcoming environment  
1. Work with the Leadership team to develop a sustainable, cost-effective ICT plan that supports both educational and operational objectives.
1. Monitor staff management of  hardware, software and connectivity are effectively managed to limit malfunction and reduce the risk of mal-use by pupils, staff, volunteers, parents and other users;
1. The effective commission, procurement and management of external resources and services required for the ICT function. 


This job description is not an exhaustive or final statement of the duties. The post holder will be expected to take on duties and responsibilities consummate with the grade of the post as directed by the Headteacher. 
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