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	Title : Senior Business Manager

	Salary Scale: OS17 £45,822 to £47,760

	Supported by and reporting to; Head teacher

	Responsible for : Line management of Finance Administrator, Catering Manager, IT Manager, Sports Development Officer, Librarian,  Midday Supervisors.

	Principle responsibilities: To contribute to the strategic direction of the school and provide professional leadership and be responsible for key resource development in the following areas:
· Financial management
· Audit
· Contract management and procurement
· Human Resources
· Estate Management
· Information Management
· Health and Safety
· Marketing
· Business Development including writing bids
· Community Sports development
 



 



Core Duties
	Financial Management
	

	
	In collaboration with the Headteacher, agree, prepare, report  and evaluate three year budgets in line with the School Improvement plan.

	
	To prepare the documentation for FMSIS and submit to the County council on an annual basis.
To monitor and carry out internal audits around the work of the Finance Officer to ensure that school procedures are being followed in line with the financial management regulations. 

	
	To work with the Finance Officer and  Schools Accountant Consultant on setting up procedures for recording and monitoring of budgets.

	
	To ensure that the Scheme of Delegation is reviewed and update by the appropriate Governor committee on an annual basis.

	
	To monitor the half termly management accounts prepared by the fiancé officer and report to the appropriate Governors committee. 

	
	To monitor the asset  register and ensure it is updated on an annual basis.

	
	To communicate to the Finance Officer all relevant information on salaries for payroll , check for accuracy of payroll, and all monitor all direct debits in connection with this.

	
	To provide advice and staff training for budget holders on procurement and the procedures thereof. 

	Contract Management
	Rationalise the procurement of goods and supplies to achieve cost effectiveness and value for money.


	
	 Negotiate, manage, monitor tenders, contracts, service   level agreements, licenses and registrations with regular review to ensure value for money, including:
 HR and Health and Safety
 Grounds Maintenance
Site Security and Fire
Utilities and telephone
Legal advisory service
Insurance (this is done in conjunction with the Diocese),
Staff sickness insurance


	
	To monitor and evaluate in house contracts to ensure that you are getting quality provision and best value.



	Business Development
	To look for innovative ways to develop services within the wider community and increase the use of the facilities to provide income generation for the school.

	
	To oversee  the work of the Admin officer in charge of lettings and ensure that there is a development plan in place.

	
	To work with the Catering Manager on the  monitoring and  development of the outside Catering business and any other contracts the school may have.

	
	To draw up a marketing development plan and work with the Head teacher on ways of promoting the school to ensure that it is the most popular school in the area.

	Buildings and development
	To work with the Governors and Head teacher in providing  a strategic buildings development plan linked to the future Curriculum plan.

	
	To work as project manager on projects liaising with the  professional’s involved .

	
	To carry out a buildings maintenance inspections with Governors and draw up an annual building maintenance plan.


	
	To agree with Governors and prepare a bid for LCVAP funding for an identified new building/refurbishment or large maintenance project.
To look for other funding opportunities for the above.

	
	To agree with the Site Team maintenance plans.

	Human Resources
	To work with the Head teacher and Curriculum AHT in drawing up a curriculum plan  which has staffing requirements planned for three years to feed into the 3 year budget plan.

	
	To assist the Head teacher on any future restructuring and the reviewing of  the existing structure. On an annual basis.

	
	To carry out all the work with regard to  recruitment and selection of staff from when the vacancy arises to appointment

	
	To advise the Head teacher on HR issues using the services of our HR advisors when necessary.


	
	

	
	To work with  the Staff through the staff absence , Welfare and any other related issues ensuring all procedures and policies are adhered to. 

	
	To ensure that the schools policies, grades and pay for support staff fall within the Ofsteds and County Council’s guidelines.


	Health and Safety
	To oversee all Health and Safety in school on a day to day basis ensuring that all policies and procedures are adhered to.

	
	To carry out monitoring exercises on a termly basis with the Governors.

	
	To prepare for and attend the annual Health and Safety audit carried out by the schools consultants.

	
	Provide staff training  and record all Health and Safety training.

	
	To take on the role of External Visits Coordinator and ensure that all the policy and procedures are adhered to.

	
	Keep a register of all statutory testing and annual inspections.

	
	To ensure that the single Central Record meets the requirements of the law and is kept up to date at all times.

	Information Technology
	Work with , the  IT network team on the preparation of a  strategic 3 year plan which will be fully costed, for discussion  by SLT and Governors.

	
	To lead on Data protection and Freedom of Information issues at St Joseph’s.

	Other
	To contribute to   and support the Catholic Ethos of the school

	
	To attend Governors meetings when required and other school functions held during the year.

	
	To represent the Primary Cluster on the buildings committee on an annual basis.

	
	Any other duty as deemed necessary by the Head teacher.
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