JOB DESCRIPTION

SCHOOL:           St Oswald’s C. of E. Primary Academy 

      
POST:                School Business Manager      
GRADE:             Band 8, Point 22 on the new NJC Scale
RESPONSIBLE TO:   Headteacher of St Oswald’s and the Business and Operations Executive for the Trust
Main Purpose of the Job
To oversee, the disciplines of Finance, Personnel Management, Estate Management, Administration, general training and development of staff, and all matters within the management of the schools which are supportive to, but do not involve, the teaching function. 
To hold, or to be undertaking the Advanced Diploma in School Business Management (ADSBM) qualification or relevant degree.

Main Functions
Financial Management

1. To be responsible for planning aspects, including all financial implications, and ensuring the school makes best possible use of the resources available, adhering to the principles of best value.
2. To prepare, for approval by the Head, Governors and Trust the annual estimates of income and expenditure.  To obtain agreement of budgets, and to monitor accounts against budgets.  To prepare regular management accounts for budget holders and to report on the financial state of the school to the Governors and Trust.
3. To use financial management information, especially benchmarking tools, to identify areas of relative spend, assess trends, and directly advise the SLT at each schools and the Trust accordingly. 

4. To be responsible for the school accounting function, ensuring its efficient operation according to agreed procedures, and to maintain these procedures by conducting at least an annual review.
5. To monitor and review all accounting procedures and resolve any problems including:

· The ordering, processing and payment for all goods and services provided to the school including the school debit card and petty cash
· The management of HCSS, reporting this regularly to SLT, Governors and the Trust.
· Maintaining an assets register

· Preparation of invoices and collection of fees and other dues, taking legal action where necessary to recover bad debts

· Undertake bank reconciliations and input salary information on the HCSS system

· Generating VAT returns and processing income from the EFSA within HCSS

6. Assist in the preparation of the final accounts and liaise with the auditors, Business and Operations Executive and Chief Financial Officer. To provide detailed management accounts for the Governors, Headteachers and Trust according to an agreed monthly schedule, reporting immediately any exceptional problems.

7. To prepare all financial returns for the DFE, DSAT and the EFSA and other central and local government agencies within statutory deadlines.

8. To maximise income generation within the ethos of the schools.

9. To be familiar and work in line with the Financial Procedures Manual and Financial Regulations.

10. Preparation of financial information for the Responsible Officer visits through the Trust.

11. Accurately recording, counting and banking of monies collected.

12. Prepare, record and monitor various inventories throughout school.

Human Resources Management
13. To oversee human resources matters in line with DSAT and RLSCB guidance e.g. ensuring required pre-employment checks are carried out for new employees, dealing with staff queries about salaries, expenses, sickness and maternity procedures etc
14. To oversee the maintenance of confidential staff records, and to ensure that staff records held in the school by others are kept confidential.
15. To provide leadership and guidance for support staff, including direct line management responsibility where appropriate.
16. To maintain the School’s Single Central Record.

Estate Management
17. To assist the Headteachers with the responsibility for the maintenance of the school site and the buildings working closely with the Site Supervisor.  To oversee the preparation of maintenance schedules and the efficient operation of all facilities on the property including legionella, heating, domestic hot water, cooking, ventilation, energy conservation etc and meeting with the buildings manager as necessary.
18. To oversee the installation and maintenance of equipment for protection against and escape from fire in co-operation with the Fire Service.  To keep records of and to initiate regular fire practices and alarm tests.  To ensure emergency procedures are current and timely.
19. To know about the main health and safety issues specific to the school and how they relate to pupils, staff, visitors and contractors.

20. To negotiate, manage and monitor contracts, tenders and agreements for the provision of support services. To Liaise with the Business and Operations Executive for any contracts coming to an end and agree procurement activities. 
21. To be responsible for the arrangements for school facilities including catering, transport and bookings for school facilities.
22. To be responsible for the letting of the school premises to outside organisations.
23.  To ensure an effective caretaking, site management, security and maintenance service is provided for buildings and grounds.

· To manage projects and construction, repairs and installation works, liaising with the local authority and relevant contractors as appropriate.

· To formulate and obtain approvals for the schools’ future asset management plan to ensure appropriate use of devolved formula capital allocation.

· To formulate relevant aspects of the school accessibility plan.

· To formulate and oversee the school security strategy.

· To ensure a safe and secure environment for all staff, pupils and visitors.

· To be responsible for the schools’ lettings policies.

Risk Assessment 
24. To be responsible for effective Risk Management, for example, in Health and Safety and in the management of any third party service contracts.  To report any health and safety issues to the Trust.
25. To know about risk assessment tools and how to use them to establish hazards within the school and the associated risk involved.

26. To be aware of the importance of a disaster recovery plan and its place within the management procedures of the schools.
27. Contribute to the planning, development and organisation of support service systems/procedures/policies.
Whole School Administration
28. To be responsible for the systems and general management of the school’s administrative and financial computer network, the implementation of appropriate Management Information Systems and act as Systems Manager.

29. To liaise with the Headteachers to assist in the production and review of statutory policies and procedures.
30. To be responsible for obtaining the necessary licenses and permissions and ensuring their relevance and timeliness.
31. Attend School Business Managers meeting facilitated through the Trust.

32. Attending Governors meetings to present financial data and liaise with the Clerk to Governors to prepare various reports.

This job description sets out the duties of the post at the time it was drawn up.  The post holder may be required from time to time to undertake other duties within the school as may be reasonably expected, without changing the general character of the duties or the level of responsibility entailed.  This is a common occurrence and would not justify a reconsideration of the grading of the post.
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