JOB DESCRIPTION
Designation of Post:  Business Manager
Scale:  PO14 £41025- £43821
Contract: Full time (holidays to be taken out of College Term time)
Responsible to:  Head Teacher
Immediate Subordinates: Bursar, Administrative Operations Manager, Examinations Officer and Head Teacher’s PA.
At St Mary’s Catholic College our Mission is:

To love and serve Christ within us all


Inspired by Jesus Christ we have a shared responsibility

· To strive for excellence

· To nurture the journey of faith and discovery for all

· To create a learning culture which allows all to achieve their potential

· To treat all people with respect and fairness, openness and honesty

· To foster a welcoming, inclusive, calm and purposeful environment for all

· To ensure all feel valued and secure as part of St Mary's community

· To reward and celebrate achievement

· To enable all to take their place in our diverse world as confident, global citizens
.

Key Purpose of Post:  To ensure the smooth and effective running of all services outside of teaching within the College.

1. To support the Catholic Ethos.

2. To work to the Chief Finance Officer HFCMAT

3. FINANCE


To assist the Chief Finance Officer of the HFCMAT in all areas of Financial

      Management including Managing the work of the Bursar.

a. Maintaining all sources of income and expenditure.
b. Producing Financial Reports for the Chief Finance Officer, Head Teacher and Executive and Finance Committee.
c. Monitoring of all area of expenditure.
d. Ensuring that robust systems for compliance with the College’s Financial Regulations are in place.
e. Ensuring the completion of all essential returns due to Teachers’ Pensions, Merseyside Pension Fund, HMCR, DfE and EFA in relation to Finance.

f. To liaise with the College’s external Accountants, Auditors and external organisations to ensure that the College meets all its statutory and legal requirements and is provided in a timely, comprehensive and accurate manner.
4. HUMAN RESOURCES

To assist in leading and managing all H.R. Services within the College including:

a. Recruitment and appointments.
b. Overseeing, monitoring and advising in respect of all staff contracts and Policies including Staff Absence, Appraisal, Disciplinary and Capability, Directed Time etc.

c. Ensuring the completion of all essential returns due to the HMCR, DfE and EFA in relation to Payroll.

5.
EXAMINATIONS

To assist the Chief Finance officer in all areas of Examinations including:

a. The work of the Examinations Officer.

b. ensuring the smooth running of the administration of all internal and external examinations

6.
GENERAL

a. Responsibility for the administration of the college calendar.
b. The development of the Schools Management Information Systems.
c. Responsibility for ensuring the College’s inventory is maintained in liaison with key staff. 
d. To liaise directly with external contractors, e.g. catering
e. To undertake duties commensurate with a role of this responsibility as specified by the Head Teacher.

