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Job Description for School Business and Operations Manager


Purpose
To ensure the smooth running of the school, with a particular focus upon the welfare of children and staff. S/he will oversee the health and safety of the school, and liaise closely with those contracted to work on site; principally this will involve catering, maintenance and cleaning contractors, as well as the IT support team. S/he will be a member of the Senior Leadership Team and report to the Headteacher.
HEALTH AND SAFETY
S/he will:

· take overall responsibility for the security of the site 
· be responsible for Health and Safety. Liaising with the Head Teacher, s/he will organise, chair and lead regular Health and Safety committee meetings. In so doing, s/he will

· be responsible for on-site checks in severe weather conditions in conjunction with the Headteacher

· maintain accurate records of all issues and make regular inspections, reporting back to the H&S Committee and, where necessary RIDDOR

· ensure any issues identified are actioned immediately or as soon as is reasonably possible and that appropriate staff are informed as well as Head Teacher

· ensure that the fire extinguisher, call points etc are serviced annually and that staff receive regular training in their use
· complete weekly fire alarm checks in main house (EYFS tests are undertaken by the fire officer in EYFS)

· ensure that first aid training is up to date for all staff
· that stock levels are maintained 

· that the allergy lists and medical board are updated and current
· oversee the completion of annual risk assessments for all areas of the school, including all common areas, external areas, kitchen classroom and on-site activities

· ensure all school and vehicle insurances are maintained and checks are carried out regularly on the school minibus

SAFER RECRUITMENT PROCEDURES

S/he will:

· ensure that the central register is always up to date and that best practice procedure is followed when new staff join the school; s/he will be responsible for ensuring DBS checks are carried out on all new staff

· be involved in the staff induction and ensure they are given access to the staff handbook

· ensure the staff handbook is up to date

· ensure that all staff records are kept up to date and stored securely

· ensure all new staff have contracts as appropriate

IT
S/he will: 

· liaise with IT technicians to ensure the maintenance and development of IT

· Ensure licensing is up to date and software packages are effective

· liaise with the Director of Studies on the ISAMS report set-up and publishing to the parents’ portal. 

· Consider approaches for existing use and future plans to introduce or discard technology in the school
SITE MAINTENANCE AND MANAGEMENT
S/he will:

· co-ordinate the security of the school in conjunction with ADT and Alliance Security

· ensure the fire safety of the school is maintained in conjunction with London Fire 

· effect general good housekeeping of the school common areas
· liaise with the maintenance team frequently to plan and oversee all onsite maintenance and check all work has been completed to expected standards

· maintain and regulate the heating within the main house (EYFS automatic)
· liaise with Cleansweep re the cleaning of the school on a regular basis and confirm deep cleans over the holiday periods

· arrange monthly checks on all emergency lighting and fire alarm light 
· ensure the weekly removal of waste from the site 
FINANCE/ORDERING

S/he will

· liaise with the Bellevue Financial Director re the school’s finances, insurance policies and utility companies
· perform basic finance functions, overseeing school spending and budget management, passing on information as required to the Head Teacher 
· ensure appropriate internal checks for all financial transactions

· work closely with the school’s accounts manager in relation to invoicing and authorising the payment of all incoming invoices
· oversee management of school supplies through the ordering, purchase and delivery of resources, ensuring that these are well stocked and within budget for a range of areas
S/he will:

· oversee the Early Years Free Entitlement procedure, helping parents complete and return the necessary documentation and submitting subsequent claims to Surrey County Council 
· maintain a clear record of the claims and to archive them for seven years for audit purposes.
· liaise with accounts department re the pupils who have this entitlement

CATERING
S/he will:

· liaise with The Brookwood Partnership and catering team through regular meetings with the Operations Manager 
· organise any catering requirements for Head’s meetings, parents meetings etc.
· manage the breakfast club in liaison with catering and member of staff running the club
LIAISON WITH EXTERNAL CONTRACTORS
S/he will:

· liaise with the Cleansweep (see below)

· liaise with the uniform suppliers as required by the Head
· maintain the stocks for the photocopiers and organise any servicing
· be the point of contact for visiting music staff, confirming all timetabling and liaising with parents over logistics and finance

· liaise with the Sports Coaches with regard sporting fixtures and events
· liaise with the school photographer
REGULATIONS

S/he will:
· as part of the SLT, ensure all policies are checked regularly and are in accordance with ISI regulations, making updates as appropriate

ANNUAL CENSUS

S/he will:

· complete the EYFS census which accompanies EYFE in spring term in conjunction with Head of EYFS

· complete the annual ISC and DfE census on line

GENERAL

S/he will:

· in conjunction with School and Admission Secretary, ensure that as first point of contact for the school the office is efficiently run, in all aspects, including: telephone communication/ letter and email communication/face to face communication and presenting the appropriate image to stake holders and third parties

· act as ‘front of house’ at school events in consultation with the Headteacher

· oversee the school’s information system (iSAMS) and, together with the Admissions Secretary, ensure it is accurate and up to date at all times
· respond to daily emails from parents courteously and promptly

· oversee the transport plan
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