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HARRYTOWN CATHOLIC HIGH SCHOOL


	School Business Manager.
	2017

	This document is intended to provide some clear guidance for all as to the various roles and responsibilities that form the minimum expectations required of employees in our school.  It also seeks to outline the role that this post holder will need to undertake in our school, including supporting and contributing to the distinctive nature and ethos of our Catholic School.
	Job Description


[image: image2.png]— A
\m‘gH’
o





OUR MISSION STATEMENT

As a Catholic school we intend to put Jesus Christ at the centre of everything we do.

‘I have come that they have life and have it to the full’ John 10:10

Therefore we will strive:

· To live the Gospel

· To promote excellence and achievement for all

· To nurture partnerships

This will be done by:

· proclaiming and living out the faith of the Catholic Church, supporting each other in the shared endeavours of teaching and learning, prayer, worship and charitable works.

· promoting and practising just and caring attitudes and actions towards all persons.

· respecting the unique value of each individual and seeking therefore to respond to the talents and needs of all its members in an environment of praise and celebration, nurturing self-esteem and mutual encouragement.

· ensuring that the most effective opportunities for the education of pupils are established in all areas of the curriculum.

· pursuing the highest standards in all we do and by constantly seeking improvements 
· developing and maintaining close co-operation with the parents who entrust their children to us, with the parishes who also seek the spiritual and religious formation of our young people, with our local associated schools and colleges and with the wider community.

	Business Manager ~ Job Description

	Main Purpose

	· To ensure the smooth running and efficiency of school services and operations.

· To lead in the areas of finance & property management. 

· To manage all capital works programmes and secure funding streams for development. 
· To support the Leadership Group, providing advice and support on all areas in your field. 

· To lead on financial information for the governing body and Diocese. 

· To keep abreast of National and Local developments in non-teaching areas and to advise the Leadership group, as appropriate. 

	Responsible to
	· Headteacher & Governors

	Responsible for
	· Finance, Reprographics & Premises/Site staff

	Normal Working Hours
	· 37 hours per week – full year, permanent  

· Monday – Thursday 08:30 – 16:30, Friday 08:30 – 16:00

· Unless required to attend meetings(s)

	Salary/Scale
	Scale 4 (£35,093 [Point 40] - £40,619 [Point 46])

	Holiday Entitlement
	Full Year Support Staff up to point 28 are entitled to 21 days plus statutory holidays (8+2 days) rising to 25 days plus statutory holidays (8+2 days) after 5 years’ service.

Pt 29-39 22 days rising to 25 plus statutory holidays.

Pt 40 and above 25 days rising to 28 plus statutory holidays.

Term time only staff get paid holiday pay but holidays must be taken during school holidays.

	Pension
	All employees will be enrolled into either the Local Government or Teachers pension scheme. Staff may opt out.

	Additional Information
	Gross salary is take-home pay + employee's national insurance + tax + pension contributions.

Net salary is the take-home pay that is left after tax, employee's national insurance and pension contributions are deducted.

Pro rata pay means that your salary will be calculated according to what proportion of a full-time job your hours make up. For example, if the salary is quoted at £18,000 pro rata (based on a full time week of 37.5 hours) and you are working 30 hours per week, you will be paid an annual salary of £13,500. (Term time only contracts are for 44.2 weeks [rising to 45 weeks after 5 years service for the LA] however you only work in school for 38 weeks).  Attendance is required on the first staff training day(s) at the start of the academic year each September.

	Key Areas

	Senior Management Role
	· Attend Leadership and Governors’ Meetings as required. 

· Represent the School at all meetings/briefings/conferences both within and outside Stockport that do not require the attendance of the Headteacher or a teacher representative.

· Act as mentor to, and as senior representative of all support staff at Leadership and other staffing meetings.

	Finance
	· Construct annual, three-year Strategic Financial Proposals for consideration by Governors, using detailed income and expenditure projections based upon the school development plan and curriculum demands. 

· Monitor, analyse and report upon income and expenditure, comparing against budget or previous years, and make appropriate corrections to the budget plan where corrective action is required. 

· Working with the Finance Assistant, produce accurate and timely financial information and provide financial reports and returns for School Leadership and Governors, Stockport LA , Shrewsbury Diocese and DfE and Ofsted as required. 

· Allocate resources to budget holders within the establishment. Assist and advise in the utilisation of these resources to ensure that there is cohesion in the purchase of services and equipment. Ensure the principals of Best Value and competitive tendering are adhered to. Co-ordinate the upkeep of the Asset Register. 

· Take responsibility for payroll management for all employees and monitoring of payroll costs. 

· Lead and coordinate the use of the school’s financial management software, ensuring that all staff using the software are given adequate support and training. 

· Be responsible for capital expenditure and provide Governors with detailed costings for capital projects. 

· Take the initiative to work for the identification of new funding sources and for the submission of bids for grants and specialist standards funds.
· Be responsible for lettings of school facilities outside school hours to maximise  income generation in house.  Monitor income and expenditure and assist the staff in development and expansion of these areas. 

· Work with the SENCO and the relevant member of SLT to ensure that funding is directed to provide appropriate provision. 

· Monitor existing contracts and arrange the tendering process for new/replacement contracts. 

	Human Resource Management
	· Manage payroll processes to ensure timely accurate payment to employees 

· Monitor the way policies and procedures are actioned and provide support where necessary.
· Where appropriate, seek and make use of specialist expertise in relation to HR issues.
· Maintain the Single Central Record (Safeguarding).

· Prepare and update policies for pay, local working agreements, staff discipline, grievance, capability, performance, equal opportunities, transport and Health and Safety. 

· Address all staff queries concerning employment issues and complete returns requesting staffing statistics. 

· Responsible for the Induction processes for all new staff and the management of Support Staff Appraisal.

	Buildings & Site Management
	· Prepare briefs and make submissions to secure premise funding for building or major refurbishment projects identified in the SIP.

· In association with the site staff, identify minor building repairs and improvements and arrange for work to be put out to tender and completed to a convenient timescale. 

· Monitor occupancy costs and identify and implement change to maximise efficiency. 

· Oversee the school’s site management, cleaning and grounds maintenance operations, including the recruitment of premises staff as necessary. 

	Health & Safety
	· Provide regular revision to the School’s Health and Safety Policy to incorporate new advice safety and legislation. 

· Convene and chair regular Health and Safety meetings.
· Manage Health and Safety throughout the school and ensure that all documentation and risk assessments are in place for regular and new activities. 

· Attend all Health and Safety meetings and training opportunities as the school lead professional. Take responsibility for the supply of Health and Safety training and the dissemination of new information to all staff concerned. 


APPENDIX A:
Part B: PERSONAL AND PROFESSIONAL CONDUCT

A staff member is expected to demonstrate consistently high standards of personal and professional conduct.  The following statements define the behaviour and attitudes which set the required standard for conduct throughout a staff member’s career.

B1. Staff members uphold the public trust in the profession and maintain high standards of ethics and behaviour, within and outside school, by:

1.1 Treating pupils with dignity, building relationships rooted in mutual respect, and at all times observing proper boundaries appropriate to a staff member’s professional position.

1.2 Having regard for the need to safeguard pupils’ wellbeing, in accordance with statutory provisions.
1.3 Showing tolerance of and respect for the rights of others.

1.4 Not undermining fundamental British values, including democracy, the rule of law, individual liberty and mutual respect, and tolerance of those with different faiths and beliefs.

1.5 Ensuring that personal beliefs are not expressed in ways which exploit pupils’ vulnerability or might lead them to break the law.

B2. Staff members must have proper and professional regard for the ethos, policies and practises of the school in which they teach, and maintain high standards in their own attendance and punctuality.

B3. Staff members must have an understanding of, and always act within, the statutory frameworks which set out their professional duties and responsibilities.
‘Striving to live the Gospel, promoting excellence and achievement for all and nurturing partnerships’
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