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WOKINGHAM BOROUGH COUNCIL

JOB DESCRIPTION          

	Job Title: 
	School Business Manager
	Job Ref: 
	Sch 206

	School:
	Whiteknights Primary School
	Salary:
	FTE £28,785-£36,876

	Reports To:
	Headteacher
	
	

	Grade:
	7-8
	
	 £XXXX to XXXX per annum 

	Employment Status: 

Permanent
	

	Hours of Work: 

Full Time – 37 hours/week.  Term time plus INSETs and 2 weeks.
	

	Job Purpose:
· To work in partnership with the headteacher to ensure the vision of the school is achieved;

· To provide excellent customer service to staff, visitors and parents;

· To be responsible for strategic planning aspects, including all financial implications.  To advise the SLT and governing body as appropriate;

· To ensure that the school makes the best possible use of resources available; 
· To line-manage the admin team and to set the strategic direction of the department;

· To be responsible for all, or the majority, of the disciplines of Personnel management, Estate Management, Health and Safety, Data Protection, Training, Marketing, Procurement and all matters within the management of the school which are supportive to the teaching function;
· To act as online safety officer;

· To act as Data Protection Officer;

· To line-manage the clerk to the governors and ensure that all information is provided on a timely basis, to a high standard and that all governance matters are dealt with;

· To line manage the lunchtime supervisors and ensure that the lunchtime provision to pupils is enjoyable and calm, preparing pupils for the afternoon learning;

· To line manage the premises officer and ensure that premises projects are funded and remain in budget;

· To manage the catering contract, ensuring that an effective partnership is forged to deliver optimal results on a cost effective basis;
· To advise the SLT on financial aspects of the English hub and ensure that all elements of the administration of the hub and grant are delivered effectively.


	Departmental/Team Purpose: 

The purpose of the school is to meet the educational needs of children and young people within the local community.

	Organisation Chart: 


	Scope
	

	Financial Accountabilities
	

	Budgets directly controlled (please state if this has been delegated to the post-holder)
	

	Budgets monitored on day-to-day basis:

	YES

	
	

	Staff Responsibilities
	YES

	Number of employees managed/supervised: 
	18

	
	

	Management of Physical Assets
	

	Nature of physical assets directly controlled, (eg. children’s home):
	NONE

	Details of service contracts managed:
	YES


	Summary of Main Contacts.

· Parents;
· Teachers;
· Governors;
· Other school staff;
· Other professionals;
· Pupils;
· LA.


	Safeguarding statement:
We take our safeguarding responsibilities very seriously, and we work hard to make sure our school has effective safeguarding systems in place. We expect everyone working in the school to share a common objective to help keep children and young people safe by contributing to: 

· providing a safe environment for children and young people to learn in; 

· identifying children and young people who are likely to suffer significant harm and taking appropriate action with the aim of making sure they are kept safe both at home and in the education setting. 





SCH 206

	Main Tasks/Accountabilities 



	Leadership and strategy

	1. To advise the Headteacher and Governors on investment and financial policy, preparing appraisals for particular projects and for the development of a business plan for the future development of the school.  To include the creation and regular review of a 3-5 year budget.

	2. To use financial management information, especially benchmarking tools, to identify areas of relative spend, assess trends and directly advise the SLT accordingly.

	3.  To annually create a Finance, ICT and admin SDP which sits alongside the main SDP and sets out clear objectives for the development of the support functions across the school. 

	4. To advise the SLT on the development and management of the English hub.  To advise on non-teaching processes to ensure that attendees receive high quality customer service in all areas.

	5. To work with the SLT and external advisors as appropriate to develop an effective marketing strategy to maximise pupil recruitment to the nursery, improve our online presence and share our success with the wider community.

	6. To assist governors with the preparation of a strategic premises plan which is regularly monitored.

	7. To maximise income generation across the school – including grant applications, lettings, nursery and ESC.

	8. To provide leadership and guidance for support staff, including direct line management responsibility where appropriate – administrative, financial, ICT technician, clerk and lunchtime staff.

	Finance

	9. To prepare for the approval by the Headteacher and Governors the annual budgets. To obtain agreement of budgets, and to monitor against those budgets. To prepare monthly management accounts for the Headteacher and to report termly on the financial state of the school to Governors.

	10. Manage end of month and end of year procedures for the school budget, prepare the school fund accounts annually for auditing and complete budget monitoring returns for the local authority.

	11. To develop and maintain sound financial systems and controls in line with the requirements of the SFVS, including the principles of best value.  To ensure that financial processes are followed and are updated as required.

	12. To work towards the school maintaining its own bank account and managing cash flows independently, whilst ensuring sound financial and anti fraud controls are in place to protect public money.

	13. Manage end of month and end of year procedures for the English Hub budget, prepare the English Hub accounts annually for auditing and complete budget monitoring returns for governors and the Department of Education.

	Procurement and contract management

	14. To be responsible for the arrangements for school facilities including catering, transport, bookings for school facilities.

	15. To negotiate, manage and monitor contracts, tenders and agreements for the provision of support services ensuring that they deliver value for money.

	Human resources and payroll

	16. To maintain the school’s Single Central Record.

	17. To be responsible for the recruitment, induction, professional development, appraisal and training for staff.  To include ensuring that appropriate employment checks are carried out.

	18. To manage the SIMS personnel database, prepare staff contracts, maintain staff absence records and timesheets. 

	19. To ensure that return to work and exit interviews are carried out In accordance with the school’s policies.

	20. To liaise with the school’s HR provider and to advise the Governors on employment matters and policies.

	21. To input all pay data onto the payroll system and liaise with the payroll provider on all matters relating to payment of staff. Deal with any staff queries relating to pay, pensions, contracts, procedures, claims etc.

	IT

	22. To line manage the IT technician to ensure that the systems and the general management of the school’s administrative and financial computer network.

	23. To act as the school’s online safety officer.  To ensure that meetings happen regularly, that actions are progressed, that staff and pupil training is delivered and that parents are provided with regular online safety information.

	Compliance and data protection

	24. To be responsible for submitting the census (pupil and workforce).

	25. To be responsible for seeking professional advice on insurance and advising Governors on the appropriate insurances for the school. Handling any claims as they arise.

	26. To be the school’s Data Protection Officer.  To ensure that any conflicts of interest arising from the role are noted and managed on a day to day basis.

	Health and safety

	27. To work with the SLT to develop the Rainbow Plan and ensure that procedures such as lockdown are practised regularly.

	28. To assist the Headteacher with the formulation and implementation of the school’s Health and Safety policy.  To ensure that risk assessments are prepared and updated as appropriate.  To ensure that Evolve is completed as appropriate.

	29. To act as the school’s Health and Safety co-ordinator, including organising training, advising staff on H&S matters and devising the school’s medical processes.

	30. To be responsible for the maintenance and security of the school site and the buildings in conjunction with the Site Controller.

	31. To manage implementation of medical processes and procedures across the school.

	32. To ensure that reporting of incidents across the school is rigorous and robust and that risk assessments and/or procedures are adjusted accordingly.

	Other

	33. Any other duties that reasonably fall within the purview of the post which may be allocated after consultation with the postholder.


PERSON SPECIFICATION

Please ensure that you read the person specification carefully as this will be used to assess candidates as part of the shortlist and interview process.

	Knowledge/Qualifications: 
· Educated to degree level – desirable;
· Certificate of School Business Management – desirable;
· Experience of budgeting and reporting – essential;

· Knowledge of governance within an educational setting – essential;

· Experience of facilities/ project management – desirable;
· Knowledge of SIMS financial and Personnel packages – desirable;
· Knowledge of H&S and Data Protection regulations – desirable;
· Knowledge of Payroll/Pension provision - essential;
· Knowledge of spreadsheets and word processing packages - essential;
· Safeguarding training, including Safer Recruitment training - desirable.



	Skills/Abilities: 
· Excellent communication skills, able to communicate with all levels of parents, staff and visitors;
· Can-do attitude;

· Able to act professionally at all times;
· Leadership experience;

· Exceptional organisational skills – able to prioritise workload and work under own initiative;
· Tact, diplomacy, confidentiality and sensitivity are paramount to this post;
· Able to use Word and Excel to an intermediate level;
· Able to work independently but also as part of a team;
· An ability to speak and write with confidence and accuracy, using accurate sentence structures and vocabulary.



	Experience: 
· At least one-year experience in a similar fast-paced environment;
· Some experience of dealing with children.
 

	Personal Qualities: 
· A flexible approach to work;
· Ability to remain positive at all times;
· An ability to be ambitious and aspirational for self and others;
· A sense of responsibility;
· Tact and diplomacy;
· Integrity. 

	Special Factors: 
· Prepared to attend evening meetings as required.


Lunchtime Staff





Clerk





Admin Team





School Business Manager





Headteacher








