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JOB DESCRIPTION

	JOB TITLE


	School Business Manager

	GRADE
	Grade 10

	HOURS
	37 per week, all year round


Job Purpose :   as a member of the School’s Leadership Team, to ensure the effective and efficient provision of support services across the school : taking a lead in the strategic planning, organisation and delivery of financial and budgetary management, personnel and administration management, community administration, and ensuring that the site, premises, and associated services are developed to meet the educational aims, objectives, and changing needs of the school.

Duties and Responsibilities :

Senior Leadership Team – Strategic Role
1 To work with the central academy structure and Chief Financial & Operations Officer/Finance Office who will be coordinating large scale contracts such as catering, MFDs etc.

2 To contribute to the formulation of policy and planning within the School as a member of the Leadership Team, and to take a lead and be responsible for implementation on assigned matters with particular regard to the support services (including finance, HR, administration, site management, health and safety, risk assessment, community).

2
Develop and evaluate strategies, policies, processes and procedures to promote continuous improvement in quality, initiating and managing change in order to meet the organisational goals of the school’s development, improvement and action plans.

3
To share with SLT responsibility for performance review.
4
To actively promote (and consistently apply) the school’s ethos and culture amongst staff and students.
5
Through active involvement in the Leadership Team, ensure that all forthcoming events are appropriately catered for in terms of support services and availability of accommodation and resources.

6
To attend Local Academy Committee meetings and other appropriate committees at the invitation of the Governors and/or when required by the Headteacher, providing appropriate information, advice and reports for Governors’ consideration.

Finance

1
To prepare three year financial forecasts and other reports for the central MAC.

2.
To advise the Head and Governors in investment and financial policy, preparing 

appraisals for particular projects and for the development of a business plan (long term financial strategy) for the future development of the school.
3.
To prepare for approval by the Head and Governors 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.   

4.
To use financial management information, especially benchmarking tools, to identify areas of relative spend, assess trends and directly advise the Leadership Team accordingly. 

5.
To be responsible for the management of the school accounting function, ensuring its efficient operation according to agreed procedures, and to maintain those procedures by conducting at least an annual review.  To ensure the school follows the MAC operational procedures in line with the Academies Financial Handbook.
6.
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)
The operation of the bank account, ensuring that a full reconciliation is 



undertaken at least once per month.


(iii)
Maintaining an Assets Register.


(iv)
Preparation of invoices and collection of fees and other dues, taking legal 



action where necessary to recover bad debts.

7.
To assist in the preparation of the final accounts for the MAC and to liaise with the Auditors where necessary.  To provide detailed management accounts for the Governors, Headteacher and MAC according to an agreed 
schedule, reporting immediately any exceptional problems.

8.
To be responsible for the operation of the payroll service for all school 


staff, with operation of the various pension schemes and other deductions in which 


the school participates.

9.
To assist in the preparation of all financial returns by the MAC for the ESFA and other central and local government agencies within statutory deadlines.

10.
To be responsible for dealing with the school’s rating assessment and VAT 


liabilities and advising on the financial implications of charitable status with respect 


to the current and any future tax legislation.

11.
To maximise income generation within the ethos of the school.

12.
To be the point of contact with central and other agencies with regard to grant 


applications, gifts and other donations, in liaison with the MAC.
13.
To negotiate, manage and monitor some contracts, tenders and agreements for the 


provision of support services.  To assist the MAC in the procurement of MAC wide 
contracts. To purchase, either directly or indirectly, the school’s energy supplies.

14.
To be responsible for the arrangements for school facilities including:


(i)
catering operations;


(ii)
minibus(es) and drivers;


(iii)
bookings for school facilities;


(iv)
provision of facilities for additional tuition out of school hours, including 



Music.

15.
Operating approved insurances and handling any claims that arise.

Human Resources

1
To undertake the role of HR Manager and to line manage the Assistant Business Manager in order to oversee arrangements for all support staff on matters relating to Resourcing, Employee Relations and Training and Development including overseeing recruitment and inductions procedures, ensuring procedures are adhered to. 

2
To administer the grievance and disciplinary procedures as required, and ensure that Equal Opportunities and Health and Safety policies are complied with.

3
To advise the Governors on the policy needed to comply with legislation concerning employment protection, equal pay, sex discrimination, data protection etc. and the implementation of these policies in the school.

4
To lead on the use and further development of an effective support staff personal development and training policy, and to ensure the ongoing monitoring and evaluation of the review process identified within it.

5
To continuously develop and train the support staff team in order to meet changing requirements and roles, keeping them fully informed about issues such as workforce reform and single status.

6
To ensure that the support staff team provide a high quality support service to the school, and are valued as partners to the teaching team.

7
To ensure the provision of appropriate and timely support in personnel matters required in connection with teaching staff, including the coordination of administration for teacher recruitment.

8
To ensure that the sickness notification, self-certification and absence recording procedures are correctly applied for all employees [including teaching and support staff] throughout the School.

9
To liaise with the MAC payroll provider, providing information in a timely manner, and seeking advice and guidance as necessary. 

10
To formulate, monitor and implement the school’s safety policies in conjunction with, and through supervision of the Site Officers.

11
To ensure the provision of a school meals service within the School in liaison with the MAC catering provider.
Administration

1
To establish and maintain appropriate internal communication, team meetings and briefing sessions, administrative and clerical support procedures and record systems throughout the School, including the administration and operation of related IT systems.

2
To initiate and lead revisions of local policy and activities within the School relating to finance, support staffing, administration, clerical procedures, new technology applications, lettings and other relevant matters as required by the Headteacher.

4
To prepare statistical returns to the MAC and other outside agencies as may be required by the Headteacher.

5
To represent the school’s management team at meetings held both with the local authority and other external bodies.

6
To be responsible for obtaining the necessary licences and permissions and ensuring their relevance and timeliness.

6
To oversee school transport issues; to liaise with bus companies and LA regarding home to school transport policy, to deal with problems on a day-to-day basis, eg student behaviour and notification of closure.

Site Management

Through supervision of the School’s Site Service Officers :

1
to ensure the maintenance of the school site and the buildings, the preparation of maintenance schedules and the efficient operation of all facilities on the property.  Also, for the installations and plants for lighting, heating, domestic hot water, cooking ventilation, water softening, energy conservation etc. 

2
to support the Site Service Officers in the development and monitoring of site security policies and general maintenance plans, and the updating of the school’s Asset Management Plan.

3
to support the MAC in the management of capital projects to include the drawing up of outline specifications for new buildings, obtaining tenders, obtaining planning permission and liaison with building contractors and architects.
4
in co-operation with the Fire Service, be responsible for the installation and 


maintenance of equipment for protection against and escape from fire.  To keep


records of, and to initiate, regular fire practices and alarm tests.  To ensure emergency procedures are current and timely.

5
to be responsible for the upkeep of playing fields, gardens, all weather surfaces, tennis courts and land drainage.  To ensure the maintenance of boundaries, footpaths, roads and rights of way.

6
to purchase, repair and maintain all furniture and fittings.

7
to oversee action in relation to the main health and safety issues specific to the school and how they relate to students, staff, visitors and contractors.

8
to know what the elements of fire safety are and the associated risks to the school 
through the process of risk assessment and maintain the fire risk assessment.

9
to be 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

10
to know about risk assessment tools and how to use them to identify hazards within the school and the associated risk involved.

11
to be aware of the importance of a disaster recovery plan and its place within the
management procedures of the school.

Community

1
To ensure effective and efficient administration of the school’s lettings.

2
To ensure the provision of support to the Headteacher and Governors in publicising the School and its facilities to parents and members of the local community.
3
To ensure that effective lines of communication are maintained between the school and local residents.

4
To report to the Local Academy Committee on community development.

Any other duties as directed by the Headteacher which are commensurate with normal roles and responsibilities.

Postholder reports to
: 
Headteacher

Support to

:
MAC, SMT and Local Academy Committee
Level of supervision
:
plans own work to meet defined objectives

Responsible for
:
All designated Team Leaders and/or Supervising Officers





Postholder : 	………………………………………………. (name)








Post Reviewed : 	………………………………………………. (date)








Reviewed by :	………………………………………………. (names)








Reason :		………………………………………………. (SDR/Vacancy)








School Business Manager – June 2019

