ALTRINCHAM COLLEGE
Job Title: 

Business and HR Manager
Job Purpose:
To manage support services within the school including the financial, HR and premises management systems
Accountable to:
Director of Business and Finance 

Hours:
36.25

Rate of Pay:

Band 7 pt 32-35 
Holidays:
Term Time Plus 4 weeks 

Duties and Responsibilities:

Altrincham College of Arts is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment. 
Finance Management
Working with the Headteacher and the Director of Business and Finance, the Business and HR Manager will prepare an annual budget for the school to be submitted to the Governing Body and will provide specific expertise and budget plans for long-term financial management. The Business and HR Manager will be responsible specifically for:
1. Adhering to the Trust’s financial systems and managing all aspects of the school’s financial systems (including voluntary funds such as School Fund) in accordance with the agreed policies and timetable; ensuring accurate financial records are maintained, and reporting on a regular basis to the Headteacher and Governors.
2. Ensure compliance to the Trust Board’s procedural and reporting requirements.
3. Preparation for approval by the Governors of annual estimates of income and expenditure.
4. Manage SIMS FMS6 module giving guidance to other users.
5. To prepare appraisals for particular projects and the development of long term initiatives for the school.
6. To co-operate, initiate and manage audit procedures as necessary.
7. Use the agreed budget to actively monitor and control performance to achieve value for money.

8. Benchmark expenditure both nationally and locally to identify possible anomalies or simply to endorse budgetary decisions.

9. Identify additional funding streams required to fund the school’s proposed activities.

10. Provide the Headteacher, Director of Business and Finance, Leadership Team, Governors and Trust Board with regular reports on the school’s income, expenditure, assets and liabilities.
11. Negotiate, manage and monitor contracts, tenders and agreements for the provision of support services with a particular focus on quality assurance and value for money in consultation with the Trust Board as required.

12. Promoting the school’s activities and premises with the objective of maximizing letting income, within agreed policies.

13. Supporting staff responsible for delegated budgets with procedures which enable them to monitor these budgets.
14. Prepare financial and School Census returns for the DfE and the Trust.
15. Monitor the financial effects of staff appointments and liaise with the LA regarding salary changes.
16. To oversee the running of the School Fund and maintain all banking records in preparation for the annual audit.

17. To line manage staff employed in the role of Finance Officers.

Premises Management
The Business and HR Manager will be responsible for the overall management and maintenance of the buildings and lettings facilities, working with the Site Managers and Headteacher.  Specific responsibilities include:
1. Taking the lead on compiling, and implementing, a Premises Development Plan including energy conservation.
2. Through regular contact with the premises staff ensuring the proper maintenance and repair of the school is carried out, and progress monitored.
3. Ensuring the appropriate monitoring of all service contracts including cleaning and catering.
4. Act as the School’s Health and Safety Co-ordinator and lead and advise on all matters relating to Health and Safety. 
5. Appraise projects for the development of the school.
6. To be responsible for liaison with the Site Managers regarding letting of the school premises to outside organisations and school staff; the development of all school facilities for out of school use.
7. To monitor and oversee the quality of work by contractors, reporting to Headteacher as appropriate.  
Human Resources Management

Working collaboratively with the Headteacher, Director of Business and Finance and Office Manager/Exams Officer.
1. Support senior staff in dealing with personnel and contract issues

2. Seek and make use of specialist expertise in relation to HR issues

3. Working with the Headteacher, Director of Business and Finance and Office Manager to ensure that all Trust procedures in relation to HR policies are adhered to

4. Responsible for sickness and leave of absence monitoring and reporting and   liaising with Headteacher in relation to long-term absences 
5. Responsible for return to work interviews for all non-teaching staff

6. Responsible for recruitment advertising, arranging interviews, notification of appointments

7. Responsible for obtaining DBS certificates 

8. Responsible for maintaining the Single Central Register
9. Responsible for providing contractual information to the payroll provider
10. Responsible for checking and monitoring payroll payments

Undertake such duties as may, from time to time, be reasonably assigned by the Headteacher.
