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	Job Description:
	Business Manager

	Responsible to:
	Principal

	Current Postholder:
	

	Signed:
	Date:


:  

	Post Title:
	Business Manager

	Post Grade:


Location:
	Grade 10
The Pingle Academy 

	
	

	
	

	Trust Purpose and Values:

The Strategic Vision 

The strategic plan for The de Ferrers Trust over the next 3-5 years is to create a network of successful academies, which will provide sustainable progress and attainment for all students. These academies will be the hubs of their communities to rejuvenate lifelong learning and provide a focus for family engagement. 

Ethos and Values

At each of our academies, we will strive to inspire through the delivery of a 'World Class' education, ensuring that every student achieves their potential. We aspire to be a beacon of excellence within the community we serve where everyone feels valued, included and proud. 

Our PRIDE values of Partnership, Respect, Integrity, Determination and Excellence are the foundations of our Trust and the community we serve.
Role Purpose
To make a major contribution to the successful management and administration of our Academy and Trust and to the continuing development in accordance with improvement strategies.
As a member of the Academy Leadership Team (ALT), be responsible for development, implementation and management of a comprehensive range of support services throughout the Academy including Finance, Human Resource, Health & Safety, ICT, and Premises functions ensuring all procedures are carried out effectively and efficiently.

To provide support for teaching staff and management in their responsibility to enable students to reach their potential by providing a safe and appropriate working environment and an efficient and good value, cost effective, range of support services.

Relationships
· Principal

· Director of Finance
· Estates Manager

· Business Team (Finance & HR) 
· ICT Team
· Premises Team 

· Midday Supervisors

Main Duties and Responsibilities:
Payroll/Personnel
· To manage the payroll system and payroll postings process for all staff and have an up to date overview of pay and conditions legislation and relevant HR procedures.
· To carry out identification checks for interview candidates and supply staff where necessary to comply with Safer Recruitment and Right to Work legislation.
· To ensure that the Academy safeguarding procedures are followed in relation to safer recruitment, DBS (and other relevant checks) and that the Single Central Record is up to date.
· To be responsible for the co-ordination of staff contracts through our payroll provider, dealing with any issues arising with this accordingly.
· To act as the direct line manager for the Business, Premises, ICT and Midday Supervisor teams within the Academy, being responsible for all aspects of HR Management  and welfare related to this including appointment, appraisal, training and development, ensuring close liaising between relevant teams.
· To monitor and evaluate office procedures and practices to ensure efficient delivery of services.
Finance

· To be responsible for all aspects of the Academy’s financial management including management of SIMS and Civica.
· To produce monthly management accounts for Finance Director, ALT and the Local Governing Body.
· To prepare and advise on the annual budget, taking the lead role in developing, setting and monitoring the annual income and expenditure budget.
· To undertake budget monitoring at all levels within the Academy and assist individual budget holders to manage their own budgets.
· To prepare reports on the Academy’s financial position for meetings as necessary;

· To maximise income generation through:

· Researching and advising on funding and grant opportunities;
· Preparing bids to secure additional funds;

· To prepare and maintain the Academy Risk Register.
· To ensure Value for Money principles are applied to all purchasing decisions, in line with the Academy’s Scheme of Delegation.
· Insurance:

· Ensure adequate insurance arrangements are in place;

· Liaise with insurers regarding any claims;
· To manage the running of the Academy’s financial systems, through effective financial management and liaise with the Academy’s appointed accountants and auditors where necessary.
· Banking: Ensure proper records of accounting are maintained, review monthly bank reconciliations, and maximise opportunities for investing available funds.
· To implement and monitor procedures for the safe collection, correct handling, recording and banking of cash and related tasks, and the operation of the Academy’s accounts in accordance with financial regulations.
· To develop, revise and implement financial systems which comply with financial legislation and regulations, and ensure that the Academy caries out statutory delegated or devolved responsibilities efficiently.  Review the Academy’s written financial regulations and procedures on an annual basis.
· To obtain quotations and negotiate prices with suppliers and contractors for goods and services to ensure best value for the Academy.
· To meet audit requirements.
· To prepare and submit bids to secure funding.
· To prepare annual estimates of all expenditure and income, liaising as necessary with outside organisations.
· To support the development of senior staff knowledge and skills in financial management.
Premises
· To be responsible for the effective management of the premises team, ensuring the premises are maintained and secure at all times, providing a safe learning environment for staff and students.
· To oversee the management of all services provided through external contractors and service level agreements, ensuring full compliance to safe working practices, which deliver value for money. 

· To oversee the management of the cleaning team, ensuring an effective cleaning programme is agreed, implemented and maintained.

· To ensure the continued availability of utilities, site services and equipment.

· To manage the lettings of the premises to external organisations to expand partnerships and increase the Academy’s profile within the local community.

·  To liaise with the Estates Manager on a regular basis.

·  To assist the Estates Manager with the identification of buildings and grounds maintenance     
 works. 

Administration Management

· To act as Data Protection Manager ensuring that the Academy meets the requirements of the Data Protection Act and complies with Copyright requirements.
· To be aware of the Data Protection Act and other legislation to ensure confidentiality of records and information is maintained.
· To be aware of the Freedom of Information Act and other legislation to ensure the Academy complies while maintaining confidentiality of appropriate information.
· To ensure the Academy has appropriate licences in place (e.g. Premises Licence, Copyright Licence etc.).

	

	Special Features 
· The post holder shall be required to work in any of the schools/academies within The de Ferrers Trust group of academies as directed by the Director of Finance or Chief Executive.
· To be a professional role model, and understand and promote the aims and values of the Trust.
Professional Accountabilities (this list is not exhaustive and should reflect the ethos of the Trust)
The post holder is required to be aware of, and comply with, policies and procedures relating to child protection, health, safety, security, confidentiality and data protection, reporting all concerns to the appropriate person.  In addition they are to contribute to the achievement of the Trust’s objectives through:

Safeguarding

· Promote and safeguard the welfare of children and young people you are responsible for or come into contact with.

Financial Management

· Be personally accountable for delivering services efficiently, within budget and implement any approved savings and investment allocated to the service area.
· To maintain awareness of relevant legislation, changes in government policy etc.
People Management

· Comply and engage with people management policies and processes;

· Contribute to the overall ethos/work/aims of the Trust;

· Establish constructive relationships and communicate with other agencies/professionals;

· Attend and participate in regular meetings;

· Participate in training and other learning activities and performance development as required;

· Recognise own strengths, areas of expertise and use these to advise and support others.

Equalities

· Ensure that all work is completed with a commitment to equality and anti-discriminatory practice, as a minimum to standards required by legislation.
Health and Safety
· Work with the Estates Manager on all aspects of Health and Safety for the Academy;

· Ensure a work environment that protects the health and safety of all, that promotes welfare and is in accordance with the Trust’s Health and Safety policy.

	

	Note 1

The contents of this job description will be reviewed with the post holder on an annual basis in line with the Trust’s appraisal and pay policy.  


PERSON SPECIFICATION ~ BUSINESS MANAGER
	Qualifications

	Diploma in School Business Management or equivalent

	Finance or Accountancy qualification (ACA, ACCA, CIMA) or equivalent

	Skills, Experience and Knowledge

	Good Literacy and numeracy skills being able to demonstrate for bid writing and communication

	3 – 5 years’ experience in a finance position, preferably in a senior position.

	Excellent communication skills, with the ability to liaise with a wide range of people; students, staff, community groups, contractors etc.

	Experience of completing risk assessments and risk registers

	Possess good IT skills

	Experience of managing a budget

	Commercial Awareness – school or academy experience an advantage

	Personal Attributes

	Demonstrable Leadership

	Highly organised, maintaining accurate records and processes to ensure compliance with relevant legislation

	The ability to work in a confidential and sensitive manner

	The ability to meet deadlines as required

	Flexibility in approach to work

	The ability to build a rapport with relevant teams to ensure that tasks can be delegated and completed as required


Note 1:

In addition to the ability to perform the duties of the post, issues relating to safeguarding and promoting the welfare of children will need to be demonstrated these will include:

· Motivation to work with children and young people.

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people.

· Emotional resilience in working with challenging behaviours and

· Attitudes to use of authority and maintaining discipline.

