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School Business Manager

JOB DESCRIPTION
Salary Grade: 
PO4 – PO5 
Responsible to: 
Headteacher
Responsible for:  All non-classroom based support staff, including administrative, site and cleaning staff. 
Purpose of post
Provide the leadership and management of the administrative, financial, data management and site functions within the school including:
· Ensuring that these business management functions operate in accordance with statutory regulations
· Interpretation of new legislation and guidance and identification of the implications for the school
· Ensure the effectiveness of the team to maximise the positive impact on teaching and learning, safeguarding of children and any extended services provision
· Ensuring effective procedures for the recruitment, appointment, induction, review and development of staff in the team
· Develop and implement procedures to evaluate the effectiveness of the team and feed directly into improvement planning
· Establish standard operating procedures and other processes to maximise the efficiency of the team and provide for service continuity in the event of staff absence
· Develop an on-going customer service focus
· Develop and share good practice within the Business Management Team, across the school and into partnerships with other schools and relevant bodies
· Securing arrangements to source external advice where appropriate
· To lead the development of income generation within the ethos of the school through developing capital bids, seeking grants and developing trading services as appropriate
· To  ensure a  high standard of  confidentiality and integrity in all school matters
MAIN DUTIES AND RESPONSIBILITIES
Data and Management systems
· To oversee   the   development   of   all   management systems in the school.
· To  ensure  data  systems  in  relation  to  pupil  data  are used    efficiently    and    that    statutory    returns    are completed on time.
Finance and Procurement
To be responsible to the Headteacher for the effective leadership and management of finance including:

· Ensure that finances are managed effectively and in compliance with all relevant financial regulations. This includes official and private funds
· To be responsible for the preparation and setting of annual and long-term budgets including revised estimates, volume standstill, savings and growth and the identification of future changes in funding levels and expenditure needs
· To be responsible for the monitoring of the budget for the current financial year including reporting to senior leadership and Governors

· To establish appropriate arrangements for the financial planning and monitoring of any traded activities
· To prepare business case assessments and advise on the suitability and viability of project and initiatives
· Preparation of year end accounts

· Liaison with external auditors and, if appropriate, the establishment of appropriate internal audit processes

· Provide advice to budget holders, staff and Governors relating to the efficient management of resources
· Ensure effective arrangements for the provision of a payroll system for school staff including returns to Inland Revenue and other bodies
· Ensure that procurement arrangements represent best value and meet relevant tendering procedures
· Ensure proper accounting records are kept and control exercised over accounting arrangements
· Ensuring maintenance of the inventory of assets and compliance with procedures for the disposal of redundant equipment/assets. Being conversant with general principles of taxation, as applicable to the school
· Oversee cash handling procedures within the school and in particular catering operations 
· Responsibility for seeking professional advice on insurance for the whole    school. Implementing the approved insurance, and handling any claims that arise
Personnel
· To be responsible for ensuring that the Single Central Record is maintained in accordance with the requirements for Keeping Children Safe in Education 

· Ensure staff records including computerised personnel records   are   up   to   date,   and   secure,   including   all sickness     and     other     absences.     Identify     sickness management issues and raise them with the Headteacher
· To check payroll reports and ensure all pay costs are appropriate and budget areas are correctly charged
· To secure arrangements for an effective case work service relating to individual staff including attendance management, capability, grievance and disciplinary procedures 
· To advise the Headteacher and Governors on personnel issues and secure arrangements to source external advice where appropriate
· To ensure the timely completion of data returns e.g. annual DfE returns.
· To prepare reports for Governors as required
· To assist with HR issues for all staff such as recruitment
Premises
To line manage the Site Services Officer and be responsible to the Headteacher to ensure that the premises and site operations are managed effectively and in accordance with the operational needs of the school and any regulatory requirements including:
· To ensure that buildings, grounds and facilities are developed and maintained to the highest standard in order to provide an outstanding  learning  and working environment for pupils and staff, and a first class resource for the community
· Production and maintenance of site maintenance and development plans
· Maintaining high standards of security of the site and contents
· Arrangements are in place for the maintenance, servicing, testing and inspection of site equipment, fixtures and any school vehicles
· Arrangements are in place to deal with emergency repairs or call outs
· Purchasing arrangements represent best value and that contracts are secured in accordance with financial guidelines and regulations
· Developing and promoting energy efficiency measures
· The operation and development of catering, cleaning and grounds maintenance services either through outsourcing or in house operation
· Arrangements are in place for the site to remain operational during inclement weather
· The work of the site team and contractors meets the requirements of health and safety and other regulations

· Systems for telecommunications, porterage and waste disposal

· Maintaining licences as necessary
· To manage lettings, ensuring they are consistent with the values of the school
· To ensure accurate records of  damage, loss or vandalism are maintained
· To strive to create an environment that is welcoming, attractive and stimulating, as well as functional
· To prepare reports for the Governors as required
Information and Communication Technology
· To manage the school’s administration network and help to identify enhancements required.
· To implement all upgrades to the administration network and ensure backup for data.
· To ensure that all administrative staff are adequately trained in the financial and administrative ICT software.
· To keep  abreast of Data Protection  legislation   and develop policies and procedures to ensure the school operates within Data Protection Code
General Management
· To undertake such other duties as may be required by the  Headteacher,  which  are  commensurate  with  the job and grade
· At  all  times  carry  out  duties  with  due  regard  to  the school’s Health and Safety Policy
Personal Responsibilities
· To carry out the duties and responsibilities of the post, in  accordance  with  the  school’s  Health  and  Safety Policy  and  relevant  Health  and  Safety  Guidance  and Legislation
· To promote the safeguarding of children
· To use information technology systems as required to carry  out  the  duties  of  the  post  in  the  most  efficient and effective manner
· To undertake training and professional development as appropriate
· To undertake other duties appropriate to the post that may reasonably be required from time to time
Performance Standards
To ensure that the school’s customer care standards are met and adhered to
To carry out the responsibilities of the post with due regard to the school’s Equal Opportunities Policy at all times
Fundamental to fulfilling the responsibilities of this post is the ability to respond flexibly, positively and successfully to the ever-changing pressures, which schools face.  This job description  is  a guide  to  the  level and range  of responsibilities, which the post  holder  will  initially  be expected to undertake.  It is neither exhaustive nor inclusive and will change from time to time, to meet the changing circumstances and demands. It will not form part of the post-holder’s contract of employment.
