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	Job Title: 
BUSINESS MANAGER
	Grade: 
POF/POG

	Department:   
SLT
	Accountable to:  The  Headteacher

	Contract:               Permanent, All Year Round   
	Responsible for:  The Finance Team, Premises Team, Catering Team;  and Education Visits Co-ordinator



	Requirements for the Job/Evidence

The following section is the requirements for the job and lists the essential and desirable requirements needed in order to do the job. Applicants will be shortlisted solely on the extent to which they meet these requirements.  Please note  A = Application Form I = Interview/assessment process          



	Competency
	Essential
	*How Assessed
	Desirable
	How Assessed

	Qualifications:
	Degree

Post Graduate qualification in accountancy.
	A/I

A/I
	NVQ Level 4 in Academy Business Management
	A/I

	Experience:


	The jobholder requires extensive experience in a commercial, school or LA management role (at least 5 years).

Extensive experience of budget forecasts.

Extensive experience of income generation.
	A/I
A/I

A/I


	Experience in academy finance office.
	A/I

	Knowledge and Statutory Requirements
	The jobholder requires extensive knowledge of financial legislation and health and safety statutory requirements.

Strategic accountability for all aspects of financial management to ensure the Academy complies with financial regulations and statutory law.
Extensive health and safety knowledge.

Knowledge and commitment to safeguarding and promoting the health, safety and welfare of young people.
	A/l

A/I

A/I
	Knowledge of Academy/school policies and procedures.
Understanding of educational visits/trips.
	A/I
A/I

	Planning, Organisation and Mental Challenge:
	Must be able to deal with conflicting day to day issues, prioritise and action.

Ability to develop and analyse short term and long-term strategies for financial management ; reporting decisions and actions as required.
Must be able to think strategically on feet to be able to resolve highly complex situations within a constantly changing environment.
Ability to develop and maintain the Academy’s strategic financial plan to indicate trends and requirements and forecast future year budgets.


	I
I
	
	

	Interpersonal & Communication:
	The jobholder requires extensive interpersonal and communication skills to communicate at all levels within both the organisation and external organisations/companies.

Must be able to present complex information to a wide audience requiring high levels of negotiation, persuasive skills with diplomacy and confidentiality, able to report and challenge SLT and the Local Governing Body.

	A/I
A/I
	
	

	Physical Skills and Demands:
	The jobholder is expected to have excellent keyboard skills.
Proficient in the use of MS Office applications and Financial Information Systems.
	A/I
A/I
	
	

	Initiative & Independence 
	As a strategic member of SLT the Jobholder will be required to represent both the Headteacher, the Local Governing Body and ACCORD MAT at external meetings and in the wider community, using initiative and discretion as required.

Ability to self-manage workload.
Ability to work autonomously and flexibly.

An effective team member
Ability to influence strategic decision making. 

	A/I
	
	

	Emotional Challenge and Resilience:
	The jobholder may be required to apply resilience when dealing with emotions/challenges from students, parents/carers, staff, suppliers and contractors on a regular basis.


	A/I
A/I


	
	A/I



	Philosophy and Commitment 
	An interest in educational issues.
A belief that everyone can benefit from, and has entitlement to, high quality educational opportunities. 

A personal commitment to lifelong learning and continuous professional development. 

Commitment to high standards, best value and continuous improvement.
Commitment to inclusion so all students have access to a full Academy life.
	A
I

A/I

A/I

I

	
	

	Personal qualities: 

	Excellent leadership skills.

Team builder.

Ability to be reflective and self-critical.

Enjoys working with young people.

Proactive and self-motivated.

Flexibility, creativity and ability to think laterally.

Stamina and a capacity for hard work.

Resolution and problem solving.

Effective time management.
	I

I

I

I

I

I

A/I

I
	
	


	Responsibilities for Resources: 
Line Management Responsibilities:  Finance, Premises, and Catering Teams, Educational Visits Co-ordinator
Financial Responsibilities:  The jobholder is accountable for the whole Academy budget which is in excess of £6 million, ensuring that reporting deadlines and systems are maintained in line with ACCORD MAT policy and practice.
Physical Resources: The jobholder is responsible for ensuring the day-to-day safety of the building and land.  Overall responsibility for the procurement contracts and service level agreements in line with ACCORD MAT policy and practice.

	Responsibility for People:   The jobholder has a statutory duty to implement procedures to comply with statutory regulations across Academy functions as well as accurate risk assessments and approval for Academy trips etc. in line with ACCORD MAT policies and practice.
Responsibility for Policy Developments : Involvement in policy development, ensuring all Academy policies reflect up to date relevant statutory regulations in line with ACCORD MAT policies and practice. 
Responsibility for Student Outcomes: High indirect impact on students’ outcomes as the jobholder’s role links to students’ educational outcomes as a direct member of SLT.

	Working Conditions:    Office based in the Academy with the requirement to attend whole Academy events and Governing Body meetings as per the Academy calendar.
Main Contacts: The job holder liaises with the Senior Leadership Team, suppliers, SLA providers, the ACCORD MAT, Governors, parents/carers and the external users of the Academy.

	Characteristics of the post:
The employment checks required of this post are:

· Evidence of entitlement to work in the UK

· Evidence of essential qualifications

· Two good references

· Evidence of a satisfactory safeguarding check e.g. an Enhanced DBS Disclosure

· Confirmation of medical fitness for employment as required
· Registration with appropriate bodies (where applicable)


	Date Revised:  11th January 2018
Signature of Postholder:                                                                                                    Date:



	This is a description of the job as it exists at present; all Academy Job Specifications are reviewed and are liable to variation in consultation with the post-holder in order to reflect future developments, roles and organisational change.
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JOB SPECIFICATION  








Overall Purpose of the Job:


Strategic vision, leadership and accountability for effective Financial and Budget Management, including payroll.


Ensure the Academy develops as a business, generating and maximising income achieving best value for money within our ethos.


Negotiate and influence strategic decision making within the Academy’s Senior Leadership Team. 


Ensure statutory compliance as an Academy at all times.


Committed to the safeguarding and promotion of the welfare of young people and to demonstrate this commitment in every aspect of the post.


Key Outcomes/Activities:


Strategic Leadership Responsibilities (SLT)


Report on financial, budget and compliance matters to the Headteacher, Local Governing Body of Horbury Academy and the ACCORD MAT as and when required.


Undertaking all SLT duties commensurate with SLT colleagues, including for example, lunchtime duties, Open Evening, attendance at whole Academy events, etc.


Financial Management Responsibilities


Responsible for strategic financial planning for the Academy in consultation with the Headteacher, Governors and ACCORD MAT.


Responsible for sound budget management across the Academy in line with the ACCORD MAT reporting schedule.


Responsible for the accurate financial systems and procedures in the Academy, monitoring both income and expenditure, alerting the Headteacher and the Accord MAT Financial Director of issues or concerns.


Responsible for the accurate payroll management and any pension related reporting, in liaison with the payroll management Service Level Agreement.


Income Generation Responsibilities


Responsible for income generation, bringing business into the Academy, leading on the Academy Business Plan, generating additional income streams.


Responsible for the management, tracking and impact of the Lettings Service Level Agreement, reporting to the Head, Local Governing Body and the ACCORD MAT as required.


Lead upon researching the opportunities for additional funding, writing bids with successful outcomes in liaison with ACCORD MAT.


 Compliance Responsibilities


Lead on whole Academy compliance in liaison with the ACCORD MAT including premises management, health and safety, education trips and visits, data protection, Freedom of Information and other relevant matters.


Advise and keep abreast of national developments regarding Academy Financial, Compliance and other business related procedures.


General Responsibilities relevant to the job


Hold and document regular team meetings with managed staff.


General Academy Responsibilities


Contribute to and uphold the vision and ethos of the ACCORD MAT.


Recognise own strengths and areas of expertise and use these to inspire, advise and support others.


Promote team work within the team, working in partnership to ensure effective working relations.


Treat all users of Horbury Academy with courtesy and consideration.


Be aware and comply with organisational policies at all times.





The duties and responsibilities highlighted in this job specification are indicative and may vary over time.  Postholders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
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