Sibford School 2017

 JOB DESCRIPTION
Job Title:
Business Manager
Reports to:
Head 
Key Contacts and Relationships:  Head, School Committee (the governing body), School Leadership Team, Finance team, Estates Manager, Marketing and Admissions Team, Catering, SOSA (Old Scholars), parents and guardians
Introduction

2017 marks Sibford School’s 175th anniversary … the school officially opened on 16 January 1842, when we welcomed our first pupil, nine-year-old Lucy Endall.  Today, the School’s founding Quaker vision is still apparent in its willingness to offer a mainstream education to those who could benefit from it but who might not otherwise have access to it.  We seek an experienced, energetic and approachable Business Manager to support our aims to continue to provide an environment in which each child is encouraged to fulfil their individual potential and contribute to the wider community.  
Overall Purpose

The Business Manager provides leadership (both strategic and operational) and responsibility for all aspects of Sibford School as a business, including development and leadership of the school’s Business Plan.  The Business Manager also acts as company secretary and clerk to the governing body, School Committee.
Key Responsibilities
Advising the Governors, Head and school leadership team on finance, facilities, HR, governance and compliance and risk management.  Working with and developing appropriate structures and practices to support the same.
Financial management
· Directly accountable for the School’s finances.
· Preparing the School’s business plans, in consultation with the Head.  Presenting them to the Governors and working with the Head to implement the plans when they have been approved by the Governors.
· Preparing the School’s annual budget and presenting it to SLT and the Governors.
HR
•
Directly accountable for the effectiveness of Human Resources within the School.
Risk Management
· Chairing the risk management working group and maintaining the School’s risk register.
· Implementing appropriate mitigation measures.

Facilities
· Directly accountable for facilities (including communication infrastructure and ICT systems) and Health & Safety.

· Close involvement in the future planning, implementation and review of the School Development Plan.
Governance and compliance

· Company Secretary.

· Clerk to the Governors.

· Contributing to the development and maintenance of a compliance ethos throughout the school.

· Attending meetings of and reporting to School Committee as required.  Specific accountability in relation to the Health & Safety, Development and Risk Management working groups of School Committee.

· Keeping abreast of all legal changes that may affect the functioning of Sibford School and Sibford Trading.  Lead relationships with external legal advisors and auditors.
Other 

· Participation in the Independent Schools’ Bursars’ Association (ISBA) and liaison with other Friends’ Schools to determine best practice.
· Promoting the work of the school in the wider community, including the business community, and building up a good relationship with the local media.
· Development and oversight of scholarships, bursaries, legacies and other restricted funds.

· Development and expansion of fund raising and income generation for Sibford School.

Key Performance Measures

· The school remains financially sound and well managed.

· School remains compliant with relevant statutory and regulatory requirements in health and safety, employment, finance and data protection.
· Human Resources are well managed, leading to robust employment and compliance procedures. 

· The school site is well maintained and safe.

· An enthusiastic, skilled and effective team of associate staff who work hard and love working at Sibford

Rate of pay and working hours
This is a full time, permanent post.  The Business Manager is a senior member of the community.  Therefore they will be ‘on call’ should a situation arise at any time.  They will be expected to work some evenings and weekends. 

Remuneration reflects the level of responsibility of the post.  We anticipate offering a salary of £50,000+ p.a. plus pension and other benefits, depending on qualifications and experience. 

The Business manager will have administrative support for their work.

Application process

Closing date for applications: Midday, Monday, 29 January 2018
Please email your completed application form with a CV and covering letter to vacancy@sibfordschool.co.uk
Interviews will be held during the week commencing 5 February 2018
Sibford School is committed to safeguarding and promoting the welfare of children and young people.  Applicants must be willing to undergo pre-employment checks in accordance with the DfE guidance on Keeping Children Safe in Education.
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