Swanwick School and Sports College
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Grade 10
Post Objectives
To manage the business, finance, HR and administrative systems of the school, ensuring best value in support of the school’s educational aims. 
To ensure the school develops as business, generating and maximising income, making effective use of resources and achieving best value for money.  
To be professional; a good role model and maintain confidentiality at all times. 
Reporting to:
The Co Headteachers and Governing Body
Responsible for:
Supporting the Co Headteachers in the strategic leadership of the school in the areas of: finance; HR; premises; health and safety and administration functions
Liaising with:
The school’s senior leadership team (Headteacher & Deputy Heads)
School Governing Body
Derbyshire County Council / External Agencies in the key business areas 
Contractors 
Working Time:
37 hours per week for 42 weeks of the year
Disclosure Level:
Enhanced DBS and Over Seas Police Check if necessary








PRINCIPLE RESPONSIBILITIES
Leadership and management
· Lead a culture of continuous improvement across the school’s administration, working to improve efficiency and effectiveness in all aspects of the school’s support services.
· Line Manager for Buildings and Site Manager; School Business Assistant for Human Resources; School Business Assistant for Finance and Health and Personal Care Manager responsible for their performance and holding them to account
· Provide strategic support to the Co Headteachers, Leadership Team and Governing Body on all aspects of administration and financial management. Including attendance at Governing Body meetings when requested
· Ensure that the Co Headteachers are kept reliably and accurately informed on all matters relating to staff, H&S, building & premises and finance so they are able to perform their duty of care to the staff, pupils and families at Swanwick School and Sports College.  
· Provide financial and personnel support to the Senior Leadership Team (and budget holders), specifically in relation to the financial aspects of the School Improvement Plan, this will include attendance at SLT meetings as and when required
· Liaise with relevant external bodies including Local Authority, auditors, HR and legal professionals as required
· Provide leadership and guidance and be responsible for the line management of the School Administration team.
Income Generation
· Investigate, support and maximise the school’s income from other sources, including those supporting capital developments 
· Investigate and develop new ideas and approaches to generate additional income through marketing, new and current business links, sponsorship and other funding streams
· Work with Co Headteachers to make effective use of facilities within the school to optimise income available from lettings and services
· Keep all income-generating activities under review to ensure maximum income and cost-effectiveness
Finance
· Be responsible for strategic financial planning for the school in consultation with Co Headteachers and Governors 
· Manage all computer based and manual financial systems in a secure manner to meet the delegated responsibility of the school under the Education Reform Act, in accordance with agreed policies 
· Undertake administrative and financial tasks in accordance with agreed policies, appropriate legislation and approved financial regulations
· Be responsible for the effective management of financial administration procedures, including responsibility for compliance with financial procedures and regulations
· Present a by preparing annual estimates of income and expenditure and draw up a budget plan (Annex 1) and staffing plan (Annex 5) to the Co Headteachers for approval 
· Monitor accounts against budgets and prepare financial statements and reports for budget holders, the Co Headteachers and Governors accordingly on a termly basis
· Identify and inform the Co Headteachers and Governors of the causes of significant variance and take prompt corrective action if needed 
· Use financial management information, especially benchmarking tools to assess trends and advise the SLT and Governors accordingly
· Run yearly financial benchmarking in line with SFVS completion in collaboration with the Co Headteachers and Governing Body
· Work with the Co Headteachers, Senior Leaders and Budget Holders to ensure financial implications of the School Improvement Plan are taken account of in annual budget setting
· Attend budget meetings with the Co Headteachers, Senior Leaders and the LA Finance Officer (Patch Officer)
· Liaise with auditors and ensure that the school meets the requirements for audit, and the criteria for the Schools Financial Value Standards (SFVS)
· Prepare the annual SFVS in liaison with the Governing Body and the Co Headteachers 
· Manage and coordinate the purchasing of supplies and equipment for the school under the direction of the Co Headteachers and Budget Holders in accordance with financial procedures using the SAP system
· Obtain quotations for the supply of good and services to the school and negotiate prices with suppliers and contractors as required- ensure that goods and services are ordered, received and paid for according to current procedures and best value
· Be responsible for financial end of year procedures and reports
· Be accountable for the administration of School Money 
· Oversee the management of the private school fund and Imprest accounts, the recording and banking of monies as appropriate in accordance with financial procedures
· Monitor the reconcile of the private school fund on a monthly basis and prepare for audit annually
· Present information on audited accounts to the Governing Body
· Monitor the reconcile of the Imprest account monthly and prepare the end of year statement in accordance with financial procedures
· Monitor/QA the keeping of appropriate records of staff additional hours and absences as required
· Ensure annual review and updating of finance policies and procedures for communication to the Governing Body
· Liaise with the LA on financial matters as appropriate
· Follow DCC guidance and processes in the preparation of invoices and dealing with outstanding accounts and debts
· Maintain a central database of regularly used vendors 
· Maintain a central database of ongoing contracts 
· Negotiate contracts for utilities, services to the school and insurance policies - reporting change of information to the Co Headteachers and Governors
· To undertake and control the administration of special projects delegated by the Co Headteachers and to prepare related financial analyses as required
· To prepare specifications and tenders for school contracts and to check and analyse specifications and tenders received prior to making recommendations to the Co Headteachers and Governing Board


Human Resources
· Oversee the School School’s Single Central Record and DBS checks
· Be responsible for general personnel matters for staff including:
· Employment clearances
· Informing the Co Headteachers of sickness and maternity procedures, redundancy and other matters of dismissal so he/she is able to report accurately to the governing body
· Ensuring that staff records held in the school are kept confidential
· Supporting the Co Headteachers in staff recruitment, ensuring:
· Appropriate adverts are places
· Interview letters are sent
· References are obtained
· Identity documents are valid
· Personnel files for new starters are set up
· Liaise with the LA HR section for:
· The issuing and termination of contracts
· Salary queries
· Contract queries
· Effectively monitor/QA and manage the processes for staff attendance and leave throughout the year to include:
· Completion of absence returns
· Processing of time sheets
· Maintaining self-certification and SSP records
· Ensuring prompt payment for cover staff
· Contact and liaise with external agencies to resolve/support staff issues i.e. occupational health
· Present absence monitoring information to the Co Headteachers and support her/him in following Absence Monitoring Procedures
GDPR
· Ensure compliance with all GDPR legislation
· In the absence of the IT and Network Support Manager 
· Support the Co Headteachers to identify GDPR risks, near misses and breaches and take the necessary steps to ensure GDPR compliance
· Complete Data Protection Impact Assessments when required 
· Keep accurate and up to date records of data sharing and review 3rd party privacy notices 
· Process any SARs and FOI requests 
Premises
· Manage capital projects for the school
· Ensure the supervision of relevant planning and construction process is undertaken in line with contractual obligations
· To ensure that the Buildings and Site Manager effectively maintains and oversees the maintenance of the school’s site and buildings and operations all facilities
· Make insurance claims as necessary
· Oversee that correct procedure is followed for the quotation and procurement of services and improvement works within the school financial standards. 
· Ensure all statutory servicing is carried out
· Monitor energy efficiency and negotiate change of contracts where appropriate 
· Liaise with and monitor external agencies delivery of services to school, i.e. Derbyshire Corporate Resources, Contractors
· Compile, manage and maintain a Critical Incident Plan
· Monitor the distribution of school keys and maintain a Key Control Register
· Be responsible for all Lettings to outside agencies 
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· Be responsible for statutory returns to the DFE, LA and other agencies
· Manage all computer and manual administrative systems in a secure manner to meet the delegated responsibility of the school under the Education Reform Act, in accordance with agreed policies 
· Support the preparation of school publications
· Ensure that the register of Business Interests is updated annually
· Ensure that the necessary licences and permission for subscriptions, software and websites are in place
· Manage the administrative functions of the school including, photocopiers, printers, telephones and the school website
· Be responsible for processing any data requests, liaising with the Co Headteachers and reporting any request(s) made
· Establish and use effective methods to review and improve administrative systems 

Health and Safety
· To oversee the management of health and safety, risk management and business continuity- ensuring that appropriate legislations and policies are adhered to
· Oversee the completion of buildings and premises risk assessments
· Comply with the requirements of Health and Safety, other relevant legislation, documentation and policies 
· Comply with the schools Equal Opportunities Policy
· Comply with Safeguarding practices and procedures 

Other Duties
· Maintain a level of confidentiality and professionalism commensurate to the role ensuring GDPR compliance 
· Understand and comply with the school and County Council Policies inclusive of the school’s code of conduct
· Maintain good relationships with pupils and staff, exercise appropriate authority, and act decisively when necessary
· Be a positive role model and demonstrate consistently the positive attitudes, values and behaviour, which are expected of pupils- up holding the schools’ values and Ethos 
· Be responsible for promoting and safeguarding the welfare of children and young people within the school, raising any concerns following school protocol/procedures
· Follow the school Health and Safety policy and report any concerns to the senior leadership team
· Carry out any other reasonable duties as deemed appropriate by the Co Headteachers

Signed…………………………………………………… 
Print………………………………………………………
