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Job Specification: School Business Manager
Reports To: Headteacher
Accountable To: Board of Trustees
The School Business Manager is a key member of the School Leadership Team, responsible for the day-to-day management of the school’s business, financial, administrative, and premises functions. The postholder meets regularly with the Head, supporting them in shaping and delivering the strategic vision of the school, inputting into the long-term plans and aims of the school 
Purpose of the Role
The School Business Manager is responsible for the effective day-to-day running of the school’s non-academic operations, including finance administration, HR processes, compliance records, premises, procurement and general business support.
The postholder will work closely with the Headteacher, Trustees, staff, parents, contractors and external advisers to ensure that practical arrangements are well managed, deadlines are met, records are accurate and operational issues are dealt with promptly and professionally.
This is a hands-on role requiring strong organisation, attention to detail, sound financial administration, practical problem-solving and a willingness to be involved in the everyday operational life of the school. The following gives an overview of responsibilities in this role. 
Key Responsibilities
1. Finance and Budget Administration
Support the effective financial administration of the school and helps ensure that financial information is accurate, up to date and available to support decision-making.
Responsibilities include:
· Support the preparation and monitoring of annual budgets.
· Process and monitor invoices, purchase orders, payments and receipts in line with school procedures.
· Maintain accurate financial records and assist with regular reconciliations.
· Prepare routine financial reports, summaries and budget monitoring information for the Headteacher and Trustees.
· Monitor income, expenditure and cash flow information and raise concerns promptly.
· Administer fee billing, debt follow-up and income collection processes.
· Liaise with payroll providers, pension providers, accountants and auditors as required.
· Support the annual audit by preparing records, documents and information requested.
· Ensure financial procedures, authorisation processes and internal controls are followed.
· Support value for money through careful purchasing, supplier liaison and basic procurement checks.
2. Human Resources Administration
Support the Headteacher with the practical administration of HR processes, ensuring that records, checks and documentation are accurate, timely and compliant.
Responsibilities include:
· Maintain accurate HR records, personnel files and compliance documentation.
· Support onboarding arrangements for new staff, including contracts, induction paperwork and required checks.
· Maintain the Single Central Record and ensure safer recruitment information is kept up to date.
· Administer staff absence, leave, probation, appraisal and training records.
· Ensure employment policies, templates and staff documentation are stored, reviewed and updated when required.
3. Operations, Estates and Facilities
Help ensure that the school site and operational services are safe, well organised and responsive to day-to-day needs.
Responsibilities include:
· Coordinate day-to-day premises, facilities and support service tasks.
· Log, prioritise and follow up maintenance issues, repairs and site requests.
· Liaise with contractors, suppliers and service providers and monitor completion of agreed work.
· Maintain records for servicing, statutory checks, maintenance visits and premises compliance.
· Support site security arrangements, access control, emergency procedures and routine drills.
· Manage routine purchasing of supplies, equipment and services in line with agreed budgets.
· Support the practical delivery of small projects, room moves, refurbishments and site improvements.
· Coordinate cleaning, catering, transport or other support services where applicable.
4. Compliance, Governance and Risk
Maintain practical compliance systems and records, supporting the Headteacher and Trustees in meeting statutory and regulatory requirements.
Responsibilities include:
· Maintain compliance calendars, logs, registers and evidence folders.
· Coordinate the collection and filing of documents required for inspections, audits and statutory returns.
· Maintain the School’s risk register and follow up agreed actions.
· Support compliance with Independent School Standards, charity, company, data protection and other relevant requirements.
· Maintain GDPR and data protection records and report any concerns or breaches promptly.
· Coordinate insurance records, renewals and claims information.
· Keep business continuity and emergency planning documentation up to date.
5. Health and Safety
· Coordinate operational health and safety administration across the school.
· Maintain records of risk assessments, statutory inspections, servicing, training and checks.
· Follow up health and safety actions with staff, contractors and external advisers.
· Support fire safety arrangements, emergency procedures and routine drills.
· Ensure health and safety policies and procedures are available, current and implemented in practice.
6. Governance and Trustee Support
· Act as Clerk to the Trustees, supporting the practical administration of Trustee and committee meetings.
· Prepare meeting calendars, agendas, papers and minutes.
· Circulate documents and follow up agreed actions.
· Maintain school policies, registers and governance records.
· Keep accurate and timely records of meetings and decisions.
· Prepare routine reports, financial summaries and business updates for Trustees.
· Ensure Trustees receive accurate and timely management information; including the upkeep of the Trustee handbook. 
· Maintain records of Trustee appointments and support required reporting to the Department for Education and other bodies.

Person Specification
Essential
· Experience in school business management, finance administration, budgeting, operations, office management or a related role.
· Excellent organisation and attention to detail, with the ability to manage competing day-to-day priorities in a ‘hands-on’ manner.
· Practical problem-solving skills and a proactive approach to operational issues.
· Strong communication and interpersonal skills.
· High levels of integrity, discretion, and professionalism.
· Good IT skills, including confidence with financial, administrative and record-keeping systems.
· Commitment to safeguarding, equality, diversity and inclusion.

Desirable
· Relevant finance, business administration or school business management qualification.
· Experience within an independent school, academy, charity or education setting.
· Knowledge of safer recruitment, the Single Central Record and school compliance requirements.
· Experience of premises, facilities or contractor coordination.
· Experience of HR administration and payroll liaison.

Safeguarding
Hollygirt School is committed to safeguarding and promoting the welfare of children and young people. All staff are expected to share this commitment. The successful applicant will be subject to enhanced DBS checks, satisfactory references and all other safer recruitment requirements.
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