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School Business Manager
West SILC – Working in Partnership to Make a Difference
We aim for all our students, irrespective of social class, age, gender, ability, religion, race or creed to: 
· Develop confidence, independence and self esteem.

· Actively contribute to their own learning.

· Develop respect for themselves and others.

· Enjoy and achieve their full potential.

West SILC is committed to creating a diverse workforce. We will consider all qualified applicants for employment without regard to sex, race, religion, belief, sexual orientation, gender reassignment, pregnancy, maternity, age, disability, marriage or civil partnership.

Grade: 

PO 5 pt 38 – pt 41; currently £46,464 - £49,498
Accountable to: 
Principal and Governors
Accountable for: 
All Associate Staff
Working Hours:
Full Time; 52 Weeks per year; Permanent 
Purpose of Role:
·  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.
· In order to ensure the smooth running of the SILC and compliance with all legal / health and safety requirements the School Business Manager will give strategic vision, leadership and is ultimately responsible for all aspects of:

· Financial Resource Management 

· Administration Management 

· Management Information and ICT 

· Human Resource Management 

· Facility & Property Management 

· Health & Safety Management 
· The School Business Manager is responsible for leading the school’s associate staff and works as part of the Senior Leadership Team to assist the Principal in her duty to ensure that the school meets its educational aims. 
· 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. 

SENIOR LEADERSHIP and CONTRIBUTING to the SILC’s STRATEGIC DIRECTION 
· Play a major role under the overall direction of the Principal, and working alongside other SLT colleagues in:
· Formulating the aims and objectives of the school.
· Establishing the policies through which they shall be achieved.

· Managing staff and resources to that end; and
· Monitoring progress towards their achievement
· Contributing to the maintenance of a caring and stimulating environment for pupils.
· Lead and manage the Administration team and other associate staff.
· Attend Senior Leadership, full Governing Body and appropriate Governors’ sub-committee meetings as required.
FINANCIAL MANAGEMENT
· In partnership with the Principal, manage the school’s budget and ensure it is balanced, realistic, and represents an effective use of public funds 

· Submit the budget to the governing board 

· Monitor the budget all year round, advising the Principal where revisions or changes are needed 

· Forecast future years’ budgets, based on the school’s estimated funding and trends in expenditure, to enable the Principal to make strategic, long-term decisions

· Comply with financial reporting requirements and submit statutory returns

· Oversee school bank accounts on a day-to-day basis, ensuring money is banked, invoices are paid promptly, money owed is collected, and clear records are kept

· Develop and implement the school’s fundraising and income generation strategy, choosing fundraising priorities in line with the school improvement plan 

· Find and apply for grants

· Lead on procurement processes, managing tenders where appropriate, conducting due diligence, benchmarking and evaluating suppliers, negotiating deals and ensuring value for money 

· Manage the school’s lettings offer

· To use financial management information, especially benchmarking tools, to identify areas of relative spend, assess trends and directly advise the SLT accordingly.
· Ensure the admin staff responsible for finance, work effectively: 
· To manage the day-to-day operation of the school budget, ensuring its efficient operation according to agreed procedures and to maintain those procedures by conducting at least an annual review (Statement of Internal Control)

· To monitor all accounting procedures and resolve any problems, including:

i) The ordering, processing and payment for all goods and services provided to the school.

ii) Preparation of invoices and collection of fees and other dues, including working with the LA in the recovery of bad debts.  

iii) To prepare all financial returns for the LA and other central and local government agencies within statutory deadlines.

iv) To purchase either directly or indirectly, the school’s energy supplies.  

v) To devise, implement and control all school monetary accounts.

vi) To ensure compliance with the Financial Management Standard in Schools.

vii) To ensure best value assessments are made for all significant purchases of goods and services.

ADMINISTRATION:
· Keep records in accordance with the school’s record retention schedule and data protection law, ensuring information security and confidentiality at all times

· Provide administrative support for the Principal and governing body.

· Be the school’s data protection officer, taking responsibility for monitoring data protection compliance and advising the school community on data protection issues.

· Manage the whole school administrative function and its associate staff. 
· Manage Schoolpod giving guidance to other users.
· Develop process measures that are affordable and that will enable value for money decisions for those managing resources.
· Establish and use effective methods to review and improve administrative systems.
· Support the implementation of the school’s Performance Management policy, including Performance Management of the associate staff team.
· Lead the professional development and performance management of administrative staff; facilities team and ICT technician.  
· Manage the administrative function including the administrative ICT facilities, school reception, reprographic, records and telephones.
· Responsible for the systems and general management of the school’s administrative and financial computer network, the implementation of appropriate Management Information Systems and the full computerisation of the administration accounting and record system, including desk top publishing.  Acting as System Manager for the administrative computer network.
· Provide for the preparation and production of all school records and publications.
· Direct and manage the upkeep of pupil records.
· Oversee the production of reports and returns to the LA, DFE and Governors including the CENSUS, attendance and roll returns and pupil performance data.  
· Responsible for obtaining the necessary licenses and permissions and ensuring their relevance and timelines.
· Ensure inventories of equipment and stock are maintained.
MARKETING:

· Promote the school to different audiences and raise the profile within the local community.
· Liaise with local businesses for fundraising and joint projects.
· Ensure effective liaison with other schools.  For example, organising and, where appropriate, managing initiatives and projects associated with the Family of Schools / Cluster /Area Inclusion Partnership.
HUMAN RESOURCES:
· Manage the school’s payroll provision with the payroll provider

· Ensure that recruitment, appraisal, disciplinary and grievance policies are administered in accordance with employment law 

· Advise on HR issues within school and liaise with the external HR provider

· Conduct reviews of the school’s staffing structure to ensure effective deployment of staff and financial efficiency
· Ensure that school is thoroughly safeguarded through the management and administration of the Single Central List, DBS’s, and barred list checks. 
· Advice Governors and staff on policies related to safer working practice. 
· Responsible for all staff contracts and co-ordinate the administration for teacher recruitment.
· Advice the Governors on the policy needed to comply with legislation concerning employment protection, equal pay, sex discrimination etc., and the implementation of these policies in the school.
· Managing Staff Attendance and Leave to ensure a continuous service throughout the year.
· Monitoring staff attendance, leave and punctuality and carrying out sickness attendance meetings using the Leeds City Council policy for all staff except Principal / Head of School.
· Reporting sickness, attendance and punctuality issues as necessary.
· Manage induction procedures for all staff.
· Manage and monitor the content for the staff handbook.  

FACILITY & PROPERTY MANAGEMENT 
· Formulate, monitor, implement and review the school’s Health & Safety policy.
· Ensure emergency procedures are current and timely.  To be responsible for the review and update of the school’s emergency plan and operate the elements linked to the resource management responsibility.  
· Know about health and safety regulations, particularly the main issues specific to the school and how they relate to pupils, staff, visitors, contractors and other users of school premises and facilities.  
· Ensure effective risk assessments are in place to establish hazards across all sites and effectively manage risks.
· Keep up to date with health and safety requirements and liaise with appropriate personnel from Leeds City Council.
· In co-operation with the Fire Service, responsible for the installation and maintenance of equipment for protection against and escape from fire. Keeping records and initiating regular fire practices.
· Advising on all Health & Safety matters, including measures in the event of emergencies; including invacuations as well as evacuations.
· Advise all staff as appropriate.
· Report to Governors on Health & Safety.
· Monitor the work of on-site contractors and arrange estimates for work.
· Ensure that the best use is made of premises personnel and to be responsible for their allocation of hours.
· Responsible to the Principal for the security, maintenance, heating, cleaning and other general site services across the sites.
· Monitor and oversee the quality of work by contractors, caretakers and cleaning staff, reporting to Governors as appropriate.
· Manage the development of extended schools activities, with particular reference to the local community.  
· Maintain the asset management plan and use this to devise a premises strategy, overseeing services and contracts management.  
· Responsible for the letting of the school premises to outside organisations and school staff, and for the development of all school facilities for out-of-school use, with particular reference to the local community.
· Acquire and dispose of land and buildings as authorised by the Principal and Governing Body. 
· To draw up outline specifications for new buildings, obtaining tenders, obtaining planning permission and liaison with building contractors and the school architect.
· Line manage facilities staff in the day to day running/maintenance of the school premises, e.g. ensuring repairs are carried out; ensuring the proper maintenance and repair of the school is carried out, and progress monitored
· Ensure the supervision of relevant planning and construction processes is undertaken in line with contractual obligations.
· Ensure the safe maintenance and security operation of all school premises.
· Oversee the management of the maintenance of the school site including the purchase and repair of all furniture and fittings.
· Ensure the continuing availability of utilities, site services and equipment.
· Ensure sound practices in estate management and grounds maintenance are followed.
· Monitor, assess and review contractual obligations for outsourced school services.
· Ensure a safe environment for the stakeholders of the school 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 school premises to external organisations, for the development of the extended services and local community requirements.
· Responsible for seeking professional advice on insurance and advising the SLT and the Governors on the appropriate insurances for the school.  Implementing the approved insurances, and handling any claims that arise

HEALTH & SAFETY 
· With the Principal and Facilities Officer / team, supervise the maintenance of the school site 

· Manage the school’s compliance with health and safety regulations, and put in place processes and procedures to ensure the safety of all in the school 
· Act as the school’s Health & Safety Co-ordinator. 
· Plan, instigate and maintain records of fire practices and alarm tests. 
· Ensure the school’s written health & safety policy statement is clearly communicated and available to all people.
· Ensure the health & safety policy is implemented at all times, put into practice and is subject to review and assessment at regular intervals or as situations change.
· Enable regular consultation with people on health and safety issues. 
· Ensure systems are in place to enable the identification of hazards and risk assessments. 
· Ensure systems are in place for effective monitoring, measuring and reporting of health and safety issues to the Senior Leadership Team, Governors and, where appropriate, the Health & Safety Executive. 
· Ensure the maximum level of security consistent with the ethos of the school.
· Organise health and safety training for staff
COMPLIANCE
· Manage the school’s compliance with statutory obligations, and advise others on the relevant legal, regulatory and ethical requirements

· Track all school policies and ensure they are updated in accordance with the policy review schedule

· Monitor and update the risk register
MONITORING AND EVALUATION:
· Use the agreed budget to actively monitor and control performance to achieve value for money.

· Evaluate information and consult with the Senior Leadership Team and Governors to prepare a realistic and balanced budget for school activity.

RESPONSIBILITIES:

· Comply with all policies and procedures including but not limited to child protection, health, safety and security, confidentiality and data protection; reporting all concerns to an appropriate person.

· Aware of and support difference and ensure equal opportunities for all.
· Contribute to the overall ethos/work/aims of the school.
· Develop constructive relationships and communicate with other agencies/professionals.
· Attend and participate in regular meetings, sharing expertise and skills with others.
· Participate in training and other learning activities and performance development as required.
· Support, uphold and contribute to the development of Equal Rights policies and practices in respect of both employment issues and the delivery of services to the community.
· Recognise own strengths and areas of expertise and use these to advise and support others in their own Continuing Professional Development.

The school business manager will be required to safeguard and promote the welfare of children and young people, and follow school policies and the staff code of conduct.

Please note that this list of duties is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the school business manager will carry out. The postholder may be required to do other duties appropriate to the level of the role, as directed by the Principal.
Person specification
	criteria
	qualities - Essential
	DESIRABLE

	Qualifications 
and training
	· A degree / diploma or other relevant qualification - ideally in accountancy, business management or a related discipline
	· Certificate / Diploma in School Business Management  or a relevant professional qualification in financial management.

	Experience
	· Successful leadership and management experience in a school, or in a relevant field outside education

· Involvement in self-evaluation and improvement planning

· Line management experience

· Contributing to staff development
· Use of relevant ICT software packages to manage information

· Organises and develops effective systems
	· Marketing and value for money principles

· Fund-raising/submitting bids

· Dealing with external contractors

· Working with children or young people



	Skills and knowledge
	· Expert knowledge of financial management

· Excellent attention to detail

· Effective communication and interpersonal skills

· Ability to communicate a vision and inspire others

· Ability to build effective working relationships with staff and other stakeholders
· To be able to demonstrate excellent finance and accounting skills

· To have an understanding of risk assessment technique

· Prioritise and plan to ensure completion of tasks

· Understand and manipulate numerical and statistical data 

· Understanding of GDPR, data protection and confidentiality 
	· To have a working knowledge of MIS systems 

· To have an understanding of funding systems and DfE guidance

· To have current knowledge of site maintenance and development and appropriate knowledge of Health and Safety requirements



	Personal qualities
	· Commitment to promoting the ethos and values of the school and getting the best outcomes for all pupils

· Commitment to acting with integrity, honesty, loyalty and fairness to safeguard the assets, financial probity and reputation of the SILC
· Innovative and creative in developing solutions

· Committed, resilient, robust and resourceful
· Humour, optimism and ambition

· Ability to work under pressure and prioritise effectively

· Commitment to maintaining confidentiality at all times

· Commitment to safeguarding and equality
· Embraces change well

· Deals with difficult situations effectively
	

	Working Conditions
	· Willingness to be flexible with working hours to respond to schools’ needs e.g. attend governing body meetings as required – out of hours

· Car driver – with own vehicle 

· Willingness to undertake the National College of School Leadership School Business Manager training programme (if qualification not already held).
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