EXECUTIVE BUSINESS MANAGER

JOB DESCRIPTION

Statement of Purpose

To be a member of the senior leadership team at the School contributing to the strategic direction

of the school and taking delegated responsibility for the following:

Support Strategic Management

Under the overall direction of the Headteacher:

· Formulate the aims and objectives of the school.
· Establish the policies and improvement plans through which they will be achieved.
· Manage and lead staff towards that end, including a leading role in staff meetings and staff training.

· Monitor progress towards their achievement.
· Oversee the quality of support staff teams, ensuring they provide a quality learning and teaching environment, and a quality administrative secretarial and financial service both to the leadership team and teaching staff of the school.

Support to Administration

· Promote the smooth and effective functioning of the school administration.

· Manage the administrative and other support functions of the school.

· Prepare and produce records and returns as appropriate.

· Monitor, evaluate, review and develop administrative systems to ensure they continue to meet the needs of the school.

· Oversee the efficiency of all internal and external mail and of communications.

· Ensure that appropriate ICT systems are in place and operating effectively to support efficient administration throughout the school.

· In conjunction with the Examinations Manager:
· to ensure the effective invigilation of examinations,

· in making arrangements for external examinations.

Support HR Management

· Leading, managing and developing the support staff who provide administrative, technical and

teaching assistant support to teaching staff.

· Ensure that all support staff understand their key roles in supporting the primary purpose of the school to raise pupil achievement and to provide quality learning and teaching.

· In consultation with the school professional development co-ordinator, develop a programme of development and training for support staff.

· Create a climate where discussions and observations to share good practice, and to monitor the implementation of policy, are commonplace. Take a personal role in spreading good practice.

· May have line management responsibility for line managers in various sections including facilities management staff, finance and office staff. Line management will include regular meetings, mentoring, co-ordination, monitoring of these colleagues, and will include the requirements of the school’s appraisal scheme.

· Liaise with heads of department about allocations of tasks and duties to teaching assistants

and technicians in accordance with the conditions of service and development needs of support staff.

· Make a major contribution to writing the school development plans, ensuring that support staff are consulted and involved in the development plan process, and that proposals for their development and training are built into the plan.

· Be familiar with support staff conditions of service, and will be responsible for their development.

· Liaise with and advise relevant teaching staff managers who will direct day-to-day work of support staff.

· Liaise with and consult these heads of department as part of the agreed performance review arrangements for support staff.

· Responsibility for recruitment and selection arrangements for all support staff, including induction, working conditions, welfare and supervision.

· Identify and provide access to Staff Development needs and opportunities, including management of the Appraisal System.

· Manage all staff absence, including conducting Return to Work interviews and monitoring absence, including appropriate liaison with Occupational Health Unit.
· Responsibility for co-ordination of all staff appointments.
Support Financial Management

· Manage the financial resources, including budgeting, budget modelling and maintenance of

financial probity.

· Support the Headteacher in sustaining openness and transparency to financial matters

· Ensure that the School Development Plan incorporates genuine financial forward planning.
· Carry out appropriate budget modelling, providing costed reports to Headteacher, leadership group and governors' finance committee.

· Oversee the work of the finance and administration staff so that an administrative and financial service is provided for the school. This includes the development and implementation of relevant policies, systems and procedures to ensure tasks are undertaken in accordance with appropriate policies, legislation and regulations.

· Oversee the spending of the budget so that funds are spent as governors wish, that there is scrupulous financial probity, and that audit recommendations and the financial requirements of the MAT’s delegation of powers are implemented.

· Advise the Headteacher on budgetary issues relating to overall staffing.

· Look for opportunities for the school to bid for funds, contributing to and leading bids as required by the Headteacher.

· Advise on the design and implementation of financial control systems.
· To be an expert on all available funding streams to ensure maximum revenue for the school.
Support Premises & Resource Management

· Oversee the school premises, including school housekeeping, repairs and maintenance, development of buildings and the provision of furnishing.

· Produce short- and long-term accommodation maintenance and development plans.

· Have line management responsibility for the school site staff.

· Work to improve the school’s “housekeeping” and public image.
· Make recommendations to the Headteacher and governors on the spending of repairs and capital budgets, according to an agreed development plan wherever possible, and once authorised, oversee the spending of these funds, consulting heads of department to ensure that both repairs and improvements are fit for educational purpose.

· Write and oversee tendering arrangements on behalf of the governors, where they take delegated responsibility for contracts and liaise with Staffordshire County Council where it has retained responsibility for contracts under best value arrangements.

· Ensure improved service, value for money, and fitness for purpose.

· Liaise with contractors and maintenance staff.

· Maintain accommodation inventory, including furniture contents, to plan rolling programmes of decoration and maintenance etc and asset management.

· Review the use of curricular teaching spaces and work towards ensuring that the School environment is conducive to teaching and learning within the financial resources available.

· Deal with matters affecting lettings and site rentals.

· Liaison with Grounds, Catering and cleaning contractors and other service providers.

Health, Safety and Security Management

· Act as Health and Safety Co-ordinator for the School

· Review Health and Safety, Security and Fire and Emergency evacuation policies, ensuring all relevant legislation is met

· Ensure appropriate levels of risk/fire control, health and safety and security within the School

· Arrange for appropriate Health and Safety training to take place 
· Conduct regular Health and Safety audits, in accordance with legislation.
· Co-ordinate First Aid provision throughout the School.
Operations Management

· To be responsible for the day to day operations and routines of the school to ensure smooth functioning and consistency

· To oversee arrangements for School functions, e.g. prize evening, consultation day, concerts,

end of term arrangements etc

· To liaise with the school’s press officer as appropriate
Support to Trust Board

· To liaise with external and internal auditors to ensure probity and full compliance
· To work with the DfE to complete financial returns in a timely manner, e.g. workforce returns, annual accounts, AAR etc.

· To work with our standalone financial system and to manage the implementation and application of that system.

· To complete monthly VAT returns and liaise with HM Customs & Excise

· To complete payroll checks, journals etc.

· To manage the MAT’s bank account

· To liaise with LGPS and TPS pension providers

· To liaise with insurance providers

· To act as Company Secretary for the MAT

· To support Trustees and Members as appropriate

· To liaise with the Audit and Compliance Committee

Support to Governance

· To line manage Clerk to Governors – Administration
· To liaise with auditors

· Ensure Governors’ details are up to date on DfE website

· Advise the Governing Body on governance legislation and procedural matters where necessary

· before, during and after the meeting.

· Advise the Governing Body on procedural issues.

· Access appropriate legal advice, support and guidance as necessary.

· Ensure that statutory policies are in place, and that a file is kept in the school of policies and other school documents approved by the Governing Body.

May also be required to:

· Give advice and support to governors taking on new roles such as Chair or Chair of a committee.

· Participate in, and contribute to, the training of governors in areas appropriate to the clerking role.
Support to School (this list is not exhaustive and should reflect the ethos of the school)

· Promote and safeguard the welfare of children and young persons you are responsible for or come into contact with.

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

· Be aware of, support and ensure equal opportunities for all.

· Contribute to the overall ethos/work/aims of the school.

· Appreciate and support the role of other professionals.

· Attend and participate in relevant meetings as required.

· Participate in training and other learning activities and performance development as required.

Note 1:

The content of this job description will be reviewed with the post holder on an annual basis

in line with the School’s performance and development review policy. Any significant

change in level of accountability that could result in a change to the grade must be

discussed with the post holder and the relevant trade union before submitting for re-evaluation.

Person Specification

Executive Business Manager

Level 4+

	Attributes







	Essential

	Desirable

	Education and Qualifications
	Degree in business and admin, NCSL diploma in school business management, or equivalent qualification in financial management
	Management qualification

Accountancy qualification

	Experience
	Proven management experience
Experience of guiding motivating and developing team members

Financial acumen


Management of contracts and or bidding processes

Experience of managing the administration of a large organisation


Experience of human resource management


	Relevant experience in an educational setting

Experience of working in an academy / multi-academy trust
Managing academy conversion

Premises management

Managing health and safety



	Skills and Abilities
	Leadership and management skills
Excellent numeracy and literacy skills

Negotiating skills

Commercial flair

Excellent interpersonal skills – evidence of ability to establish effective working relationships with staff and students.

A commitment to own personal development

Understanding of relevant financial, health and safety, education legislation and its impact on schools

The ability to make balanced judgements 

The ability to think creatively

The ability to present to an audience of senior staff and governors

The ability to contribute as an integral member of the school leadership group.


	Ability to generate additional revenue for the school




