
Appendix 4j 
Crown Lane Primary School and Children’s Centre 

 

 

 

Main purpose of the job: 
• Be responsible for strategic planning aspects including all financial implications. 
• Ensuring that the School makes the best possible use of resources available. 

 
 

Main duties and responsibilities 
In addition carrying out any reasonable request of the Headteacher, the SBM will: 

• Be responsible for the Finance, Personnel Management, Administration, Catering, Training and 
Development of support staff, and all matters within the management of the school which are 
supportive to, but do not involve, the teaching function. 

• Advise the Headteacher and Governors on financial policy, preparing appraisals for particular 
projects and for the development of a business plan (long term financial strategy) for the future 
development of the School. 

• Prepare the annual estimates of income and expenditure for approval by Headteacher and 
Governors; obtain agreement of budgets, monitor accounts against budgets; prepare regular 
management accounts for budget holders and report on the finances of the School to Governors. 

• Use financial management information, especially benchmarking tools, to identify areas of relative 
spend, assess trends and directly advise the Leadership Group accordingly. 

• Be responsible for the management of the School accounting function, ensuring its efficient 
operation according to agreed procedures, and maintain those procedures by conducting at least 
an annual review; undertake a reconciliation of the School’s accounting system with the LA’s 
financial information at least once a month. 

• Monitor all accounting procedures and resolve any problems, including the ordering, processing 
and payment for all goods and services provided to the School; the operation of all bank accounts, 
ensuring that a full reconciliation is undertaken at least once per month; maintenance of the assets 
register and  preparation of invoices and collection of fees and other monies due, instructing legal 
action where necessary to recover bad debts. 

• Prepare final accounts and work with auditors and the LA, provide detailed management 
accounts for the Governors and Headteacher according to an agreed schedule, reporting 
immediately any exceptional problems, prepare all financial returns for the DfE, LA and other 
central and local government agencies within statutory deadlines. 

• Responsible for ensuring the provision of a comprehensive payroll service for all School staff, with 
operation of the various pension schemes and other deductions in which the School participates, 
and be responsible for effective and efficient communication with the payroll service provider. 

• To manage the tendering for all service contracts; monitoring all insurance policies, with a 
view to cost effectiveness; and ensuring that the school maximizes it’s potential from the LA. 

Job title: School Business Manager 

Whole school accountability: 
 
Grade: 

School Business and administration 
 

PO5 (35 hours per week 52 weeks)  

Responsible to: The Headteacher. 

Supervisory responsibility: Up to 15 staff – non-teaching 
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• Maximise income generation within the ethos of the School. 
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• Be the point of contact with central and other agencies regarding grant applications, 
gifts and other donations. 

• Negotiate, manage and monitor contracts, tenders and agreements for the provision of 
support services. 

• Responsible for the arrangements for School facilities including catering, transport, 
bookings for School facilities, provision of facilities for extracurricular tuition and events. 

• Responsible for general personnel matters, overseeing the work of the School’s Admin 
Officer for HR in areas such as administration for new teacher recruitment; clearance of new 
staff and issue of contracts of employment; provision of advice to the Headteacher, Senior 
Leaders and Governors on employment issues; provision of advice to Governors on 
assessment of salaries, expenses, sickness and maternity procedures, redundancy and 
other matters of dismissal, competency and disciplinary issues; maintenance of confidential 
personnel records. 

• Provide leadership and guidance for support staff, including direct line management 
responsibility where appropriate: administrative and clerical, financial, technicians, medical, 
welfare and teaching assistants and caterers. 

• Responsible for the recruitment and induction of all support staff. 

• Schedule and plan for the performance management of all support staff in collaboration 
with their line managers. 

• Responsible for ensuring that aspects of the Workforce Agreement are adhered to, in 
relation to administrative functions being passed to support staff, to ensure that appropriate 
support staff structures are in place to undertake these tasks. 

• Know about the health and safety and fire safety issues specific to the School and how they 
relate to students, staff, visitors and contractors. 

• Responsible for the letting of the School premises to outside organisations, parents and School staff. 

• Collaborate with the Premises Officer on formulating comprehensive disaster and recovery 
plans and operating the elements linked to the resources management responsibility, and 
implementing risk management and loss prevention strategies in the School to reduce 
insurance costs. Jointly responsible, with the Premises Officer, for implementing the 
approved insurances and handling any claims that arise and obtaining the necessary 
licences and permissions and ensuring their relevance and timeliness. 

• Manage the administrative function, including the School reception, reprographics and 
records. 

• Collaborate with the School’s ICT Lead, External ICT Consultant and ICT Technician 
on the general management of the administrative ICT facilities, the implementation of 
appropriate Management Information Systems and the full computerisation of the 
administration accounting and record system, including top desk publishing. 

• Oversee the maintenance of pupil records including the assessment process and act as 
correspondent for the DfE and be responsible for records and returns as required. 

• Fulfil the role of a full member of the school’s Senior Leadership Team, contributing to and 
taking an active part in all meetings, strategic planning processes and development of 
initiatives, including curriculum, staffing and premises issues. 
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• Responsible for the promotion of the School to different audiences and raise the profile 
within the local community, and work with local businesses for fundraising, arranging 
vocational experience and joint projects. 

• Responsible for the implementation of and adherence to the General	 Data	 Protection	
Regulations	(GDPR) 

 
Supervision and management 

• Support and implement the vision and ethos of the school. 

• Contribute to, implement and evaluate the success of School Development Plan relevant to your 
area. 

• Ensure that the work of the team/whole school (as relevant) is inclusive and issues are 
addressed. 

• Ensure policies are translated into practice by the team and that you bring to the attention of SLT 
any which may need revisions or amendments. 

• As appropriate contribute to the writing of self-evaluation and policy documents. 

• The jobholder will directly line manage up to fifteen staff, i.e. a team of Administrators (whose 
roles cover a variety of secretarial and clerical tasks and responsibilities); a HR Admin Officer 
who is responsible for the personnel function of the School; an Attendance & Punctuality Officer; 
an Admin Officer for pupils; an external Catering  Manager whose role is the provision of a 
catering facility for the school community; a team of Mealtime Supervisors; a Premises Officer 
whose primary role is the maintenance of the school buildings and environs but also to ensure 
safety and wellbeing of students at breaks and lunchtimes and a General Maintenance Officer. 

 
• Deployment of staff where necessary, providing the necessary resources to fill requirements 

within existing financial resources; provision of administration services; personnel management 
and financial management. 

• Personnel management – development of creative approaches to working  practices, dealing with 
problems of working relationships, difficulties in recruitment of support staff, unsatisfactory 
performance or conduct of support staff. There will be a need to resolve complex personnel and 
work related issues. 

• Financial management – overseeing the monitoring of the School budget and resulting carry 
forward over the next three year period to assess budgetary needs and recommend strategies 
to resolve problems. 

• There will be a requirement to oversee the management of the DBS check processes; staff 
contracts and arrange rotas to ensure essential areas of work can be covered if any team 
members are unexpectedly absent. There will be a need to investigate potential investment 
possibilities and produce appropriate reports which ensure that cost savings can be identified, 
where applicable. 

• Line management issues – provision of guidance, support, advice and responsibility for quality 
assurance of work, raising difficult issues with individuals regarding working relationships, 
workload issues, poor performance, conduct, attendance. Negotiation with staff when changes 
in responsibilities are needed. 

• Communication and discussion of regarding requests and their outcomes (positive and 
negative). 

• At all times, the postholder needs to handle issues with fairness, diplomacy, persuasion and 
sensitivity to ensure that staff morale and performance is not affected negatively. 
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Levels of Responsibility: 

• Development of strategic proposals for effective redeployment of staff, line management and 
structure in order to satisfy the requirements of education initiatives, legislation, school 
development plans, changes in skills and knowledge requirements and school structures. 

• Pay and grading of support staff, both existing and new posts, in accordance with school’s pay 
policy and structures. 

• Development of policies, e.g. first aid provision, lettings, communications. 

• Budget plans – working with the Headteacher – development of annual budget plan according to 
income available and planned expenditure – presentation to Governing Body for ratification. 

• Freedom to make decisions on changes to working practices and hours of work for reportees, 
internal financial systems and procedures, agreement for unplanned expenditure, appropriate 
funding streams, best value/value for money decisions. 
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Effects of Decisions: 
• The jobholder will play a full and equal part with colleagues in deciding policy, strategic planning 

and implementation relating to all aspects of the school’s activities. 

• Decisions on staff development lead to an appropriately trained and skilled workforce and an 
increase in staff morale; 

• Decisions on financial management have a direct effect on the quality of teaching and learning 
in the school; 

• Decisions on support systems have an effect on the successful operation of an educational 
function and maintaining confidence and confidentiality. 

 
Resources: 

• The jobholder will be responsible for ensuring that secure and effective procedures for handling 
income are in place; responsible for proper use of a PC, printer and fax machine; accountable 
for proper and secure use of specialist school finance and personnel IT management systems, 
and maintenance of manual personnel and financial records in accordance with statutory 
requirements. 

 
Work Demands: 

 
• There will be daily interruptions to scheduled work such as Headteacher requests throughout 

the day. The Headteacher also uses the SBM for confidential or high priority Personal 
Assistant functions often on a daily basis. 

• The Business Manager is a key, pivotal role in the School, and will be the first contact for many 
problems and issues as they arise, therefore interruptions and deadlines have to be managed 
effectively on a continuous basis, with a calm professional approach, whilst ensuring the 
Headteacher, students and workforce are treated with equal importance at all times. 

• Financial monitoring to assist the school in making decisions about expenditure, whilst at the same 
time shortlisting for a vacancy, preparing for senior management strategic planning meetings – 
these all provide examples of  providing a service to many customers in the same time frame. 
Being a large  primary school there are many unscheduled meetings which need to be attended 
to – in addition to the already scheduled meetings which happen on a regular basis. 

 
 

Knowledge and Skills: 
 

• The role will require comprehensive experience of finance, including budget planning, 
management and monitoring of the school budget and other sources of income, including the 
use of specialist IT packages, and reconciling financial data between the school and LA; 
personnel experience; support service experience; performance management experience; 
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experience of advising a Senior LeadershipTeam, Governors and other staff, and contributing to 
the leadership and management of whole school issues and implementing operation plans arising 
from the school improvement plans and decisions made by the management team or governing 
body. 

 
There will be a requirement from the jobholder to be highly proficient in the following:- 

• Good communication, both written and verbal 
• Financial and Cost Accounting 
• Use of ICT, in particular Excel, Word, Access 
• Health & Safety 
• Project Management 
• Statistical Management 
• General Site Management 

 
The Post Holder must have the ability to use their highly developed and specialist skills to confront 
and embrace complex problems in a number of distinct areas including: - 

• Recruitment 
• Change Management 
• Succession Planning 
• Training 
• Issues impacting and effecting the wider area of Education within Primary & Nursery 

Schools 
• Employment legislation. 

 
There are a significant number of policies and legislative documents impacting on the work of the Post 
Holder and the operation of the School.  Dependant on the  relevancy, the knowledge of the Post 
Holder will range from possessing a basic understanding to that of a full and detailed understanding. 

 
 
 
 

Note 
This job description is not your contract of employment, or any part of it. It has been prepared only for the purpose of school 
organisation and may change either as your contract changes or as the organisation of the school is changed. Nothing will be 
changed without consultation. This document must not be altered once it has been signed but will be reviewed annually. 

 
 
 

Signature of post holder    Date   / /  

 
Signature of headteacher    

 
Date 

 
   / /  
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Person Specification 
 
 
 

Attribute Essential Desirable Method of 
Assessment 

 
Management 

°  School Business Management 
°  Line management 

 Application 
Interview 

 
 
 
Experience 

° DfE, LA, and school 
financial regulations and 
procedures 

°  DfE and LA regulations 
relating to non-financial  
issues 

° School standard operating 
procedures 

National Curriculum 
requirements 

Application 
Interview 

 
 
 
Practical Skills 

° Excellent numeracy and literacy 
skills 

°  Advanced Excel skills and a 
comprehensive understanding of 
stakeholders’ information needs 
° Ability solve urgent problems 

and multi-task 
° Ability to demonstrate 

organisational ability 

 Application 
Interview tasks 
Interview 

Communication ° Excellent written and verbal 
communication skills 

 Application 

Interview 

Personal Qualities ° Diplomatic 
°  Good negotiation skills 

  

 
Strategic Thinking 

°  Experience of working at 
strategic level within an 
educational environment 

 Application 
Interview 

Technology / IT 
Skills 

° Excellent IT skills including the 
use of Microsoft Office 
applications 

 Application 
Interview tasks 
Interview 

 
 
Education and 
Training 

° G r a d u a t e q u a l i f i c a t i o n 
° Training on the Data Protection 

Act and the Freedom of 
Information Act 

Postgraduate or 
advanced qualification 

 
School Business 
Management 
Qualification 

Application 
Interview 

 
 
Equal Opportunities 

° Lambeth Council and its staff 
have a Statutory obligation to 
implement anti-discriminatory 
and equal opportunities when 
carrying out their duties 

  
° Demonstrate 

knowledge 
at Interview 

 
Physical 

° Able to carry out the duties of 
the post with reasonable 
adjustments where necessary 

  
° OH1 

Other relevant 
factors 

° Commit and conform to high 
Customer Service Standards 

 Demonstrate 
knowledge at 
Interview 

 


