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Business Manager - Job Description
Responsible to: Principal and Director of Business and Finance
Responsible for:

Attendance and Admission Officer

Admin Assistants

Caretakers 
Salary: Grade 15, Pt 47 to 49 (£43,814-£45,665)

  40 hours a week – Term Time plus 3 weeks
Job Purpose
· Provide strategic advice and support to the HOS, Leadership & Governors of the Academy, 

· Oversee, maintain and develop systems relating to Finance, Human Resources, Administration and Facilities Management

· Lead all operational aspects of the Academy  to ensure the site effectively support the educational aims of the Trust and SLT

· Ensure all school resources both human and material are used efficiently and effectively

· To carry out any other duties as may be reasonably be required by the Head of  School 
General: 

· To work closely with the Principal, Director of Finance and Operations, Governors and the school’s Senior Leadership Teams 
· To manage the income and look to maximise the earning potential of the academy 
· To develop effective relationships with staff, pupils, parents, Directors/Governors, local businesses, stakeholders 
· To work closely with the Business Managers across the Trust
· To work closely with the administrative teams, premises teams and the wider school staff of the school
· To develop effective relationships with staff, pupils, parents, Governors, local businesses, stakeholders 
Strategic Role:

· To contribute to the strategic vision and leadership across all non educational functions of the 

Academy
· Contribute to the overall marketing strategy for the academy
· Support with the development and maintenance of all Academy policies ensuring compliance with all relevant statutory requirements

· Leading on the development and operation of Finance Policies and Practices, in line with MAT procedures 
· Leading on the development and operation of Human Resources Policies and Practices, in line with MAT procedures 
· Ensuring compliance with all relevant employment law
· Providing appropriate advice to allow the Academy to understand and enter into contracts for services

· Overseeing all contracts for the Academy to include Cleaning, Catering, Grounds maintenance etc
· Advising the SLT and Governors  on Insurance requirements and produce such response and information as required
· To ensure all statutory reporting on behalf of the Academy is accurate and timely
· To ensure the Academy complies with statutory requirements such as Data Protection and the Freedom of Information Act
· To be the lead for the Academy  in all matters relating to Health and Safety and ensuring compliance with all relevant legislation
· To support recruitment process of all staff, from job ad to induction 
· To support on all aspects of Academy return requirements
· To line manage all staff (including carrying out appraisals) within the administrative team and premises team within the academy
· To proactively and effectively provide information, training and support to the teams of non class based support staff
· To identify potential sources of Income and maximise income generation
· Advise the Business Manager, Principal, Executive Headteacher and Governors if fraudulent activities are suspected or uncovered.

· Act as key contact for the school’s accountants and auditor, ensuring appropriate action is taken on audit recommendations.

· Benchmark financial performance against other schools and academies.

· Ensure robust disaster recovery processes are in place.

· Maintain an up to date asset register after a review and revision of the current system
Finance:
Accountable for:

· Strategic advice to the SLT regarding the budget and long term financial planning

· All financial and accounting procedures (see below)*, as required, and the first point of contact with the school’s financial advisors and auditors
· Ensuring compliance with government and local authority requirements 

· Maximising the school’s  money raising capacity to support the Improvement Plan

· Procuring the most cost effective goods and services, identifying opportunities for cost and efficiency savings (best value)
Accounting Procedures*

· Act as first point of contact on financial procedures from school staff. 

· Process orders and invoices within budget limits agreed in the Schools Annual Budget
· Ensure the accurate maintenance of all school accounts including school fund and the main school bank account
· Maintain all systems for the proper collection, checking and banking of cash or any other income 

· Ensure timely and accurate information is passed to payroll re variations to pay, leavers and joiners 

· Reconcile the payroll monthly to the budget reporting any variances to the Principal as appropriate 

· Prepare the annual budget
· Monitor expenditure to ensure budgetary control highlighting any under/overspends to the Primary Principal as appropriate 

· Complete Month End procedures and Produce timely monthly Financial Monitoring Reports in line with the School Finance Policy 

· Ensure that procedures for lettings are carried out in line with the school’s policy and that all records are accurate and up to date. Including invoices, insurance etc.
Human Resources:
Accountable for:

· Ensuring safeguarding procedures are in place and adhered to generally, particularly in relation to the Single Central List (DBS checklist) and recruitment

· Ensuring all HR processes and systems are legal, compliant with internal policies and best practice, and are efficiently undertaken

· Advising and assisting the SLT on all human resource matters and being the point of contact with the school’s HR advisors
· Efficient operation of the school’s Pay Policy and other Human Resources or Policies relating to staff policies
· Ensure the school’s equality policy is clearly communicated to all staff in school.
· Ensure that all recruitment, performance management, staff development, grievance, disciplinary and redundancy policies and procedures comply with legal and regulatory requirements.
Administration:
Accountable for:

· Assisting the SLT by being responsible for administrative tasks that are integral to the smooth running of the school including: public functions, educational visits, in-school events, special activities 

· Compliance with Data Protection and Freedom of Information Acts

· Overseeing all administrative systems and personnel to ensure the smooth running of processes and procedures

· Establishing and monitoring effective communication systems throughout the school including parents and carers and other agencies

Health & Safety

· Act as the school’s Health & Safety Co-ordinator and Fire Officer.

· 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.

· Ensure systems and risk assessment are in place to enable the identification of hazards and risks.

· Ensure systems are in place for effective monitoring, measuring and reporting of health and safety issues to the SMT, Governors and where appropriate the Health & Safety Executive.

· Ensure the maximum level of security consistent with the ethos of the school. Ensure statutory obligations are being met for pupils with special educational needs, ensuring that financial and supporting agency services are adequate for their diverse needs.

· Liaise with the Health and Safety Executive (HSE) and emergency services as appropriate.

· Be responsible for all aspects of risk management including the production, management and monitoring of the risk register and reporting to the Governing Body.

Facilities Management

Accountable for:

· Advising the SLT in relation to contracts, premises, DDA compliance, insurance, Health & Safety and legal issues

· Project management of new facilities within the school sites and grounds

· Supporting the Facilities (Caretaking) Team, to ensure that maintenance programmes run efficiently and within budget
· Liaising with the school Health and Safety Advisor, Governing Body’s Health and Safety (Facilities Management and HR) Committee
· Catering, cleaning contracts, lease and transport arrangements, and Asset Register
Organisation:
· Responsibility for the planning, development, design, organisation and monitoring of support service and whole school systems/procedures/policies

Administration:
· Review, develop and monitor management information systems such as PSF/SIMS to improve the use for all school business issues

· Determine the need for and arrange provision, analysis and evaluation of data and detailed reports/information

· Be responsible for the design and effective operation of administrative procedures to meet the needs of the whole school

· Be responsible for the submission of relevant information to SLT, the Directors/Governors and outside agencies e.g. DfE
·  Be responsible for the effective operation of payroll systems
Support Services Team:
· Identify the need for, select and manage resources, including management of resource budget

· Be responsible for the provision of specialist advice and guidance to SLT/Governing Body etc. on national and local guidelines/policy/statue etc. 

· Interpret matters of policy/procedure/statute to ensure the school’s compliance and initiate appropriate action arising

· Manage procurement and be responsible for securing relevant sponsorship

· Identify the need, and be responsible, for securing appropriate licences and insurance

· Be responsible for devising marketing and promotion strategies for the school

· Explore avenues for additional funding through grants, bids and courses offered that generate additional income to further enhance the school through adult, community and family learning programmes

· Be responsible for the management of facilities including use of premises and associated income, and major building works and projects etc. e.g. new development.  On an annual basis to lead on the development of the Asset Management section of the Development Plan
Resources
· Develop work specifications and manage service contracts.

· Be responsible for the effective management of financial administration procedures, including responsibility for compliance with financial regulations.

· Be responsible for planning, monitoring and evaluation of budget.

· Be responsible for the management of expenditure from the school budget.

· Be responsible for the management of Health & Safety within the school.

Other Responsibilities:
· Comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person

· Be aware of and support difference and ensure equal opportunities for all

· Contribute to the development and implementation of the overall ethos/work/aims of the school

· Develop constructive relationships and communicate with other agencies/professionals

· Participate in training and other learning activities and performance development as required

· Recognise own strengths and areas of expertise and use these to advise and support others

· Duties and responsibilities of the post may change over time as requirements and circumstances change.  The person in the post may also be required to carry out such other duties consistent with the grade from time to time
General:
· Carry out their duties with full regard to the school’s Equalities Policy.

· Proactively implement all the school’s policies and procedures.

· To attend meetings and school events in the evening as the Business Manager, Principal or CEO requires.  You will be expected to take your holidays at times to suit the school.
To contribute as an effective and collaborative member of the School Team

· To participate in training to be able to demonstrate competence.

· To participate in first aid training as required.

· Actively sharing feedback on Academy policies and interventions.

Confidentiality

The post holder is expected to treat all information acquired through their employment, both formally and informally, in strict confidence.  There are strict rules and protocols defining employee access to and use of the Academy’s databases.  Any breach of these rules and protocols will be regarded as subject to disciplinary investigation.  There are internal procedures in place for employees to raise matters of concern regarding such issues as bad practice or mismanagement.
· Note:  These duties are neither exclusive nor exhaustive and the post holder may be required to undertake other duties and responsibilities assigned by the Head of School or Director of Finance and Operations.

· This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the postholder. It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the School in relation to the postholder’s professional responsibilities and duties.

Qualities

· Patience and determination

· High expectations

· A team player

· Ability to instil confidence and trust

· Discretion

· Proactive in finding solutions to problems

· Ability to work to deadlines

· Ability to inspire others

· A sense of humour

Skills

· An excellent communicator

· Well-developed analytical, strategic, planning and organisational skills

· Ability to delegate effectively

· Highly competent in the use and application of ICT

· Ability to set clear objectives and work on them

· Ability to prioritise effectively

· Ability to multitask

· Good attention to detail

· Ability to handle emergency situations, keeping calm under pressure

Name:
Date:

Signed:


BUSINESS MANAGER - JOB SPECIFICATION
Essential Requirements
i. To be educated to degree level or equivalent

ii. To have a certificate in School Business Management (CSBM) or a relevant professional qualification in financial management/HR

iii. Experience at a Senior Level in Education or in Financial Management with a track record of delivering strategic goals

iv. Knowledge of appropriate financial and monitoring systems

v. To already have or be willing to study for a diploma in School Business Management (DSBM)

vi. To be able to demonstrate excellent finance and accounting skills e.g. setting budgets, preparing for audits etc.  

vii. To have a knowledge of PS Financials or similar packages

viii. To be able to generate income 

ix. To have an understanding of funding systems and DfE guidance for academies 
x. To have a current knowledge of site maintenance and development and appropriate knowledge of H&S requirements

xi. To have an understanding of risk assessment techniques

xii. To be able to put in place and review financial risk assessment procedures

xiii. To be able to represent the MAT on or off site and have an understanding of the importance of the school within the community

xiv. To be able to demonstrate a working knowledge of HR and Employment law

xv. To have the ability to plan strategically and be an efficient project manager

xvi. To be able to demonstrate proficient ICT skills 

xvii. To be able to use initiative, and have well developed incisive analytical and problem solving skills 

xviii. To be able to monitor and evaluate procedures effectively

xix. To be able to manage staff and contractors at all levels

xx. To have excellent communication skills, both written and oral

xxi. To be well organised and have good interpersonal skills

xxii. To be reliable, honest, trustworthy, discrete and capable of handling confidential information and maintaining confidentiality and be able to resolve conflict with equanimity
xxiii. To be a confident leader and be able to work interdependently

xxiv. To be hardworking and emotionally resilient, able to work under pressure, able to prioritise and flexible working to deadlines

xxv. To be able to understand and be committed to equal opportunities for all members of the MAT community

xxvi. To have a willingness to participate in further training and CPD
