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School Business Manager
Salary: up to £60k per annum
Start date: as soon as possible

We are seeking to appoint a School Business Manager who will provide leadership, management and strategic vision on financial, facilities and property matters, as well as helping develop and maximise income through lettings and other activities.
This new senior role also carries responsibility as the School’s leading support staff professional. The successful candidate will work alongside the Senior Leadership Team to assist the Headteacher in ensuring our Outstanding School effectively manages resources, property and facilities in line with our ethos and educational aims.
The successful applicant will have excellent business, administrative and interpersonal skills, a positive and proactive outlook and the ability to negotiate, lead and advise on financial, development and personnel matters.
This role will offer the successful applicant the chance to play a key part in the next stage of development for our oversubscribed school which has ambitions to offer expanded and improved opportunities for our students.
The successful candidate will have recognised training in a facilities/premises management related area and financial accounting qualifications. Experience of working with PFI contracts is desirable. In addition, we are looking for evidence of:
· Budget and financial planning expertise;

· Liaison with local authority and outside contractors regarding capital maintenance and improvement works;

· Estate and site management, including monitoring of ‘soft’ services such as catering and cleaning;

· Excellent numeracy and financial planning/management skills;

· Knowledge of school accounting and reporting systems including SIMS and FMS;

· Knowledge of fundraising, bid writing and grant applications.

We offer excellent working conditions in a leafy part of Wimbledon with on-site car/bike parking and easy access to public transport. The successful applicant can expect to receive a high level of support from the School and governing body for this important role, with opportunities for professional development.
Rutlish School is a voluntary controlled, non-selective, secondary school for boys, rated as “Outstanding” by Ofsted (April 2017). We have a shared co-ed sixth-form RR6 with Ricards Lodge High School. We have high expectations of our students, in terms of achievement and behaviour and will be welcoming a new Headteacher in September 2019.
This is a full-time role. However, we are highly supportive of applicants seeking flexible working conditions.
A job information pack and application form are available on the School website www.rutlish.merton.sch.uk
Completed application forms should be e-mailed to jobs@rutlish.merton.sch.uk by Monday July 1st 2019 at 12noon. Interviews are scheduled for Tuesday 9th July at the school. 

Please email Lisa.Dawson@rutlish.merton.sch.uk if you have any queries regarding this post.

NO AGENCIES PLEASE
We are committed to safeguarding the welfare of children in line with Keeping Children Safe in Education.  All applicants are required to undertake an enhanced Disclosure and Barring Service check.  We fully support the London Borough of Merton’s Equal Opportunities Policy.
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Job Description
Post:
School Business Manager
Salary:
Up to £60,000 per annum
Responsible to:
Headteacher

Location: 
School based, London SW20

Leads and Manages:

School Office, Finance Administration, Liaise with PFI partners on site management and catering
Job Purpose:
1. The School Business Manager is the School’s leading support staff professional and works as part of the Senior Leadership Team to assist the Headteacher in their duty to ensure that the School meets its educational aims.
2. The School Business Manager is responsible for providing professional leadership and management of school support staff in partnership with teaching staff, to enhance their effectiveness in order to achieve improved standards of learning and achievement in the School.
3. The School Business Manager promotes the highest standards of business ethos within the administrative function of the School and strategically ensures the most effective use of

resources in support of the School’s learning objectives.
4. The School Business Manager is responsible for the Financial Resource Management/Administration Facility & Property Management of the School.

Leadership & Strategy:
1. Attend Senior Management/Leadership Team, full Governing Body and appropriate Governors’ sub-committee meetings as required by the Headteacher
2. Negotiate and influence strategic decision making within the School’s Senior Management/Leadership Team
3. In the absence of the Headteacher, take a share of delegated responsibility for financial and other decisions
4. Plan and manage change in accordance with the School development/strategic plan
5. Play an active role together with the SLT in reviewing, renewing and monitoring the School’s arrangements for Health and Safety, Administration Management, MIS and ICT and Human Resource Management
Financial Management:
1. Evaluate information and consult with the Senior Leadership Team and Governors to prepare a realistic and balanced budget for school activity

2. Submit the proposed budget to the Headteacher and Governors for approval and assist the overall financial planning process

3. Discuss, negotiate and agree the final budget

4. Use the agreed budget to actively monitor and control performance to achieve value for money

5. Identify and inform the Headteacher and Governors of the causes of significant variance and take prompt corrective action

6. Propose revisions to the budget if necessary, in response to significant or unforeseen developments

7. Provide ongoing budgetary information to relevant people, prepare strategic analyses of various financial aspects of the school to enable better decision making, and make any necessary arrangements for audits of the school’s finances
8. Advise the Headteacher and Governors if fraudulent activities are suspected or uncovered

9. Maintain a strategic financial plan that will indicate the trends and requirements of the school development plan and will forecast future year budgets

10. Identify additional finance required to fund the school’s proposed activities

11. Seek and make use of specialist financial expertise

12. Seek to maximise income to the school through lettings and other activities, whilst recognising the constraints posed by the PFI contract
13. Develop, implement and oversee a dynamic fund-raising strategy, including identification of potential sources of grant-funding

14. Select types of investments which are appropriate for the school, taking account risks, views of stakeholders and identify possible and suitable providers in order to maximise return

15. Present timely and fully costed proposals, recommendations or bids

16. Put formal finance agreements in place with suitable providers for agreed amounts at agreed times and appropriate agreed costs and repayment schedules

17. Monitor the effectiveness and implementation of agreements

18. Develop process measures that are affordable and that will enable value for money decisions for those managing resources
19. Manage the payroll services for all school staff including the management of pension schemes and associated services

Facility & Property Management (in the context of the PFI contract):
1. Taking the lead on compiling, and implementing (in conjunction with Sodexo/Pinnacle and NewSchools where appropriate) an Annual Maintenance Plan and Premises Development Plan

2. Ensuring planned and emergency maintenance and repair of the school is carried out and progress monitored

3. Preparation of specification, management, monitoring and negotiation of service contracts ensuring best value and quality

4. Appraisal of projects for the development of the school

5. Responsibility, in liaison with NewSchools and Sodexo/Pinnacle, for ensuring the smooth operation of systems for security, maintenance, heating, cleaning, catering, events and other general site services within the school premises including daily liaison with the PFI Helpdesk and Sodexo/Pinnacle site staff and managers

6. Oversee the organisation and co-ordination of school events and activities, including liaison with Sodexo/Pinnacle as required for the booking of spaces, set-ups, equipment, resources and staffing

7. Dealing, where appropriate, with external agencies delivering services to the school and with all aspects of tendering, monitoring of performance and satisfactory completion of work
8. Controlling and monitoring the purchase, repair and maintenance of all furniture, equipment and fittings

9. Liaison with the local authority and PFI contractor(s) regarding capital maintenance and improvement works

10. Ensuring the supervision of relevant planning and construction processes is undertaken in line with contractual obligations
11. Ensuring the safe maintenance and security operation of all school premises

12. Managing the maintenance of the school site including the purchase and repair of all furniture and fittings

13. Ensuring the continuing availability of utilities, site services and equipment

14. To oversee, in conjunction with Facilities Assistant, the quality and availability of sports and community facilities, including the ATP and Sports Ground, in order to maximise income generation

15. Following sound practices in estate management and grounds maintenance

16. Monitoring, assessing and reviewing contractual obligations for outsourced school services

17. Ensuring a safe environment for the stakeholders of the school to provide a secure environment in which due learning processes can be provided

18. Ensuring soft services e.g. catering, cleaning, grounds, etc. are monitored and managed effectively including liaison with the PFI contractors as required

19. Seeking professional advice on insurance and advise the SLT and Governors on appropriate insurances for the school and implementing and managing such schemes accordingly

20. Attend regular PFI Liaison meetings with NewSchools, Sodexo/Pinnacle and the Local Authority

Safeguarding / Child Protection:
1. Be keenly aware of the responsibility for safeguarding children and to help in the application of the Safeguarding and Safe Practices policy within the School

2. Comply with the School’s Safeguarding Policy in order to ensure the welfare of children and

young persons

3. Support the headteacher in order to ensure that safeguarding is compliant in all areas.

Personal Responsibilities:
1. Playing a full part in the life of the school community, supporting its distinctive ethos and encouraging staff and students to follow this example.

2. Actively promoting school policies and procedures.

3. Responsibility for own continued professional development.

4. Compliance with the school’s Health & Safety policy undertaking risk assessments as

appropriate.

5. To be courteous to colleagues, visitors and telephone callers and provide a welcoming environment.

6. Attending and participating in meetings scheduled in the school calendar punctually.

7. Adhering to the School’s Safeguarding Policy.

8. Be aware of and support difference and ensure equal opportunities for all

9. Establish constructive relationships and communicate with other agencies/professionals

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

11. Recognise own strengths and areas of expertise and use these to advise and support others
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Person Specification 
School Business Manager
	AF – Application Form
	SP – Selection Process
	Ref – Reference


	Specification
	Essential/
Desirable
	Method of Assessment

	QUALIFICATIONS

	GCSE C grade or higher (or equivalent) in Maths and English
	E
	AF

	Evidence of continuous professional development
	E
	AF

	A Level and degree
	D
	AF

	Qualification in finance (ACA or equivalent)
	D
	AF

	Lesser qualification in accounting/finance
	E
	AF

	Recognised training in a Facilities Management related area
	D
	AF


	EXPERIENCE

	Experience of working in a finance management role, providing in-depth financial management support to a wide range of colleagues
	E
	AF / SP

	Experience of working in a school environment
	D
	AF / SP

	Experience of managing SIMS FMS to provide key data for SLT/staff
	E
	AF / SP

	Experience of managing others, and developing others
	E
	AF/SP

	Experience of facilities and premises management
	E
	AF/SP

	Experience of FM contracts and the delivery of hard and soft services on-site
	E
	AF/SP

	Experience of working with/within PFI contracts 
	D
	AF/SP


	Knowledge and experience of ICT
	E
	AF/SP

	Knowledge and experience of Health and Safety
	D
	AF/SP

	Knowledge and experience of Human Resources 
	D
	AF/SP

	Knowledge and experience of Administration
	D
	AF/SP

	Knowledge and experience of fundraising
	E
	AF/SP


	SAFEGUARDING

	Shows a personal commitment to safeguarding and promoting the welfare and rights of young people.
	E
	SP

	Appreciates the significance of safeguarding and interprets this for all individual children and young people whatever their circumstances
	E
	SP

	Can demonstrate an ability to contribute towards a safe environment
	E
	SP


	SKILLS

	Excellent communication and interpersonal skills
	E
	AF/SP

	Ability to work independently, demonstrating initiative
	E
	SP

	Ability to develop and maintain efficient record keeping/management information systems, providing accurate records and reports as required
	E
	AF/SP

	Knowledge of a variety of ICT systems including Excel, Word, the manipulation of data within spreadsheets etc
	E
	AF/ SP

	Ability to reconcile priorities, work to tight deadlines and problem solve
	E
	SP / Ref

	Ability to produce spreadsheets and interrogate a management information system
	E
	AF/SP

	Excellent numeracy skills
	E
	AF/ SP

	Receptive to new ideas, approaches and challenges
	E
	SP / Ref

	An ability to communicate effectively
	E
	SP / Ref

	An ability to work autonomously and as part of a team
	E
	SP / Ref

	Good organisation, time management, communication and interpersonal skills
	E
	SP / Ref

	Knowledge of the main aspects of the organisation of secondary schools
	D
	SP / Ref

	The ability to liaise with and gain the confidence of all school staff
	E
	SP / Ref

	The ability to find creative and imaginative solutions to problems
	E
	SP / Ref

	The ability to produce detailed, concise evaluative reports
	E
	SP / Ref


	PERSONAL QUALITIES

	Enthusiasm, drive and a love for the job
	E
	AF, SP & Ref

	Committed to high standards of customer service and evidence of 
a ‘can-do’ approach
	E
	SP

	Ability to form and maintain appropriate relationships and personal boundaries with children and young people
	E
	SP

	Committed to equality and diversity
	E
	SP

	Committed to own continuing professional development
	D
	SP

	Clear vision and an innovative approach
	D
	AF, SP & Ref

	A passion for ensuring all aspects of school life demonstrate

integrity and respect
	D
	SP & Ref

	Ability to foster an open culture where all are valued and

treated fairly
	E
	AF, SP & Ref

	Ability to interact positively with all staff and parents
	E
	SP & Ref

	Excellent communication skills, both verbal and written
	E
	SP

	Ability to organise, plan and prioritise time effectively
	E
	SP

	Ability to act decisively
	E
	SP

	Willingness to challenge others to produce positive

outcomes
	E
	SP

	Flexibility, adaptability and creativity
	E
	SP
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