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CHELLASTON ACADEMY 

JOB DESCRIPTION

FROM:


JUNE 2018




JOB TITLE:

BUSINESS MANAGER
HOURS:


37 hours per week, all year
PAY SCALE:
Grade 12, scale point 50 to 54 with further performance related bonus scheme 
PERSONNEL RESPONSIBILITY:

Responsible to:

Headteacher 

Responsible for: 
All business matters of the Academy, Finance Team,  Administration Team, 


Premises Team, Midday and Catering Teams, Adult Education, site and 



facility development, health and safety and major procurements.
MAIN PURPOSE OF THE JOB: 
· The Academy Business Manager is the Academy’s leading support staff professional and works as part of the Senior Leadership Team to assist the Headteacher to ensure that the school meets its educational aims.

· The Academy 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.

· The Academy 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 Academy’s learning objectives.

· The Academy Business Manager is responsible for the financial Resource Management /Administration Management/Management Information and ICT/Human Resource Management/Facility and Property Management/Health and Safety Management of the School.

EXPECTATIONS:

· Value and accept every member of the Academy community as an individual

· Encourage and support each member of the Academy community to realise their potential through the Academy’s rewards systems

· Provide a student friendly learning environment

· Lay the foundations for ‘lifelong learning’

· Strive for excellence in all aspects of the Academy

· Respect and value our partnership with parents and the community

· Participate in the Academy’s programme of continuing professional development 

MAIN RESPONSIBILITIES:

· Managing the financial function of the Academy

· Identification and the administration and procurement of additional funding streams to enhance the growth and facilities of the Academy

· Financial planning and development including risk management

· Implementation of financial procedures

· Identifying growth opportunities for site and community facilities

· Line management of premises, catering, cleaning, administration and other appropriate support functions.
Management and Leadership
· Be responsible for planning, developing and maintaining the financial, management and administrative systems within the Academy.

· Attending all Senior Leadership Team Meetings. 

· Attending Full Governing Body and appropriate committee meetings as required.

· Management of all School Licences. 
· Being a full member of the Senior Leadership Team by contributing to the development and implementation of policies and procedures with particular responsibility for Finance, resources and data. 
· Ensure the health and safety policy is implemented at all times, put into practice and is subject to review and assessment at regular intervals or as situations change.
· Management and line management responsibility for premises and health and safety including the work of the site team.

· Oversee the recruitment, induction, training, performance management, mentoring, supervision, monitoring and evaluation of all administrative, technical (including IT), premises, and provide assistance with recruitment of support staff.  

· Participate fully in the academy’s staff development programme.
· Represent administrative and premises staff at relevant meetings.

· Assist the Headteacher in any programme of internal organisational review.  

· Advise the Headteacher, Senior Leadership Team, Governing Body and other appropriate staff on DFE, ESFA policies relating to administration and financial procedures.  
· Undertake, with authority, any professional duties delegated by the Headteacher.

Financial Management  

· Provide advice, support and strategic guidance to the Headteacher, Leadership Team and Governing Body on financial policy and practice, ensuring a focus on current and future financial requirements, costs and the scope for efficiencies. 

· Providing advice and regular reports to the Headteacher and Governors on financial matters including risk management.  Monitor, manage and control the annual budget, ensuring that annual estimates of income and expenditure are prepared for approval by Governors.

· Ensure that accounts are used as a mechanism for informing the strategic development of the Academy as well as the wider processes of consultation, decision-making, monitoring and evaluation.

· Ensuring that returns / information required by funding bodies is completed fully and accurately.

· Be responsible for monitoring and payment of expenditure for various grants, liaising with our partner schools where necessary and providing information and reports to the Headteacher, Senior Leaders, Governors, ESFA and DFE. 

· Prepare, analyse, report and undertake longer-term assessment on income and expenditure in relation to the Academy’s resources (financial, staffing and premises/site) within the framework of the Academy Improvement Plan. 

· Monitor and ensure that regular reports to budget holders on their expenditure are issued and ensure purchasing requests are within the financial regulation as outlined by the DFE.

· Ensure planning, development and delivery of financial and accounting services within the Academy.  

· Develop, manage and review income generation (letting of premises and facilities, applications to funding agencies, sponsorship, Academy voluntary funds, fundraising management etc.).  

· The management of contract performance (e.g. catering, cleaning, grounds maintenance) in conjunction with the Site team.  

· Ensure the effective, safe and secure use of capital resources and prepare business cases for capital projects.  

· Monitor staff payroll in line with posts of responsibility and national agreements on pay structure, supervising the payroll and liaising with the LA over such matters. 
· Select and manage appropriate licences and insurances.

· Developing data monitoring systems and oversight of the data used within the Academy in-line with the current law and regulations.

Facility and Property

· Ensure the supervision of relevant planning and construction processes is undertaken and relevant liaison is assumed with the council around local residential development, the impact on admission numbers and academy site capacity.

· Ensure the safe maintenance and security operation of all Academy premises 

· Manage the maintenance of the Academy site including the purchase and repair of all furniture and fittings 

· Ensure the continuing availability of utilities, site services and equipment 
· Ensure good standards and presentation of the site, overseeing the effective management of display boards throughout.
· Follow sound practices in estate management and grounds maintenance 

· Monitor, assess and review contractual obligations for outsourced school services 

· Ensure a safe environment for all stakeholders of the Academy to provide a secure environment in which due learning processes can be provided 

· Ensure ancillary services e.g. catering, cleaning, etc., are monitored and managed effectively 

· Manage the letting of Academy premises to external organisations, for the development of the extended services and local community requirements. 

· Seek professional advice on insurance and advise the SLT on appropriate insurances for the Academy and implement and manage such schemes accordingly. 
Governance  

· To attend, advise and report to the Full Governing Body, Standards, Leadership and Management Committee, Facilities and Finance and General Purposes Committees where financial input is required. 

· Provide timely, detailed and clear information to governors and the Headteacher regarding Academy budget and other financial issues.  

· Take a lead in securing the financial wellbeing of the school by sharing information rapidly and effectively with the Headteacher and Governors.  

· Monitor the preparation of estimates of income and expenditure for both annual and multi-year budgets. To advise the Headteacher and Governors in respect to budget setting ensuring that proposed resource allocations are consistent with the Academy Marketing and Improvement Plan.  
Operational Duties
· To assume policy responsibilities in line with the SLT Responsibility Matrix (currently Admissions, Health and Safety, Audit, Disability Accessibility, Major Incidents, Mini Bus Usage, GDPR, Freedom of Information and First Aid)
· To have responsibility for audit and the school census.

Asset Management 

· To organise the Academy community lettings, and manage via the finance team the invoicing and banking of the payments and liaising with the Site Manager on booking arrangements. 

· Responsible for asset management and disposal of equipment in the Academy.   
Additional Duties

· To play a full part in the life of the academy community, to support its distinctive mission and ethos and to encourage and ensure staff and students to follow this example.



	All adults who work with, and on behalf of, children are accountable for the way in which they exercise authority; manage risk; use resources and safeguard children and young people.
	This means that adults should:

· Understand the responsibilities which are part of their employment or role and be aware that sanctions will be applied if these provisions are breached

	Whether working in a paid or voluntary capacity, these adults have a duty to keep children and young people safe and to protect them from sexual, physical and emotional harm.  Children and young people have a right to be treated with respect and dignity.  It follows that trusted adults are expected to take reasonable steps to ensure the safety and well-being of children and young people.  Failure to do so may be regarded as neglect.1
	· Always act and be seen to act in the child’s best interests

· Avoid any conduct which would lead any reasonable person to question their motivation and intentions

· Take responsibility for their own actions and behaviour

	The duty of care is in part exercised through the development of respectful and caring relationships between adults and children and young people.  It is also exercised through the behaviour of the adult, which at all times should demonstrate integrity, maturity and good judgment
	This means that employers should:

· Ensure that appropriate safeguarding and child protection policies and procedures are adopted, implemented and monitored

	Everyone expects high standards of behaviour from adults who work with children and young people.  When individuals accept such work, they need to understand and acknowledge the responsibilities and trust inherent in that role
	· Ensure that, where services or activities are provided by another body, the body concerned has appropriate safeguarding policies and procedures

	Employers also have a duty of care towards their employees, both paid and unpaid, under the Health & Safety at Work Act 1974.2   This requires them to provide a safe working environment for adults and provide guidance about safe working practices.  Employers also have a duty of care for the well-being of employees and to ensure that employees are treated fairly and reasonably in all circumstances.  The Human Rights Act 1998 sets out important principles regarding protection of individuals from abuse by state organisations or people working for those institutions.  Adults who are subject to an allegation should therefore be supported and the principles of natural justice applied.
	· Foster a culture of openness and support

· Ensure that systems are in place for concerns to be raised

· Ensure that adults are not placed in situations which render them particularly vulnerable

· Ensure all adults have access to and understand this guidance and related, policies and procedures

· Ensure that all job descriptions and person specifications clearly identify the competences necessary to fulfill the duty of care

	The Health & Safety Act 1974 also imposes a duty on employees3 to take care of themselves and anyone else who may be affected by their actions or failings.  An employer’s duty of care and the adult’s duty of care towards children should not conflict.  This ‘duty’ can be demonstrated through the use and implementation of these guidelines
	



Should circumstances arise which require this job description to be reviewed and amended, any changes will be discussed with you in the first instance.  Should a disagreement arise, you will be afforded the opportunity of a meeting to resolve the matter with your Headteacher who may involve officers of the HR Department as appropriate.  You may be accompanied at this meeting by a representative of your Trade Union if you wish.

In addition to these duties you may be asked to undertake any other duties which may reasonably be regarded as within the nature of the duties and responsibilities/grade of the post as defined, subject to the proviso that normally any changes of a permanent nature shall be incorporated into the job description in specific cases, after consultation. This job description does not form part of the contract of Employment.  

You are required to carry out your duties in line with the stated ethos and principles of the academy.

This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on any or all of them. 
Issued by:





Received by:

……………………





……………………..

Headteacher





Post Holder

PERSON SPECIFICATION

BUSINESS MANAGER

	E = Essential

D = Desirable


EDUCATION AND QUALIFICATIONS

	Recognised management/business degree or equivalent related professional qualification.
	E

	School Business Manager specific qualification i.e. DSBM, CSBM, ADSBM or MSc School Business Management CCAB - Accountancy
	D


KNOWLEDGE AND EXPERIENCE

	Successful leadership within an organisation
	D

	Experience of budgetary management and control, procurement and the management of fixed assets within a large organisation
	E

	Knowledge and experience of financial management systems, processes and procedures and ability to deliver value for money initiatives
	E

	Experience of managing, motivating and leading staff


	E

	A working knowledge of facilities management
	E

	Experience of overseeing large building projects, liaising with contractors and resolving issues that arise
	D

	A working knowledge of Health and Safety legislation
	E

	An awareness and understanding of school/public sector finance/resources management information systems
	D

	An understanding of procurement, contracts, risk assessment, health and safety and traded services in organisation
	D

	Experience of working effectively with a wide range of external partners
	D

	Successful experience in the submission of bids securing funding in the public sector, securing sponsorship or other income stream generation
	D

	An understanding of school management issues and the role of the Governing Body
	D


SKILLS AND ABILITIES

	Exceptional planning, project management and organisational skills 
	E

	Excellent written and verbal communication
	E

	Highly developed interpersonal, influencing and negotiating skills
	E

	Strong IT skills and ability to use a variety of IT packages
	E

	Willingness to constructively challenge the work of self and others to continually improve own and team performance
	E

	An ability to analyse data
	E

	An ability to use initiative, prioritise work and meet conflicting deadlines
	E

	An ability to interpret legislation and regulations
	D

	Support the Headteacher in the management of change and improvement in pursuit of strategic objectives.
	E

	An ability to consult and share decision making with the Senior Leadership Team.
	E


PERSONAL QUALITIES AND SKILLS

	Enthusiasm, hard work, integrity, creativity, flexibility and resilience
	E

	An understanding of and commitment to equal opportunities in its widest sense and a commitment to inclusive education
	E


SAFEGUARDING

	Motivation to work with students/young people
	D

	The ability to form and maintain appropriate relationships and observe personal and professional boundaries with students/young people
	E
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Health & Safety at Work Act 1974 Part 1, Section 2 (1) and (2)


Health and Safety at Work Act 1974 Part 1, Section 7
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