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Sandgate Primary School

Job Description


JOB TITLE:  

Business Manager
ACCOUNTABLE TO: 
Headteacher

LOCATION: 


Sandgate Primary School

WORKING HOURS:  
Full time, term time only: 
37 hours per week for 40 weeks a year. 

Our school is committed to safeguarding and promoting the welfare of children and young people, we engage with children and staff in policy and practice developments, and proactively encourage feedback.
Purpose of the Job:

· To provide professional leadership for the administration and estate affairs of the school. 

· To ensure provision of high quality customer and school service. 
· To enhance the effectiveness of the school support function to achieve improved standards of learning and achievement in the school and within the teaching school alliance
· To promote high standards of business ethos within the administrative function to ensure the most effective use of resources in support of the school’s learning objectives.
Key Responsibilities: 

· Business and finance management of school resources including budget/financial planning and advice to the senior leadership team, governing body and external agencies. 

· Manage the school’s support functions
· Line Management of school support staff including recruitment, induction, performance management, training and mentoring systems for support staff.

· Carry out DBS checks on staff and volunteers as appropriate.  
· Maintain the Single Central Record.
· To lead on financial compliance.
· Oversee and co-ordinate a programme of work for the Site Manager. 

· To be the "Client Representative" for contracted services including catering, service contracts, maintenance etc.

· Ensure the provision of services to the school, with the highest possible standards, and resolve any difficulties that arise. 

· Identify improvements to systems and services and make recommendations and plans for implementation as appropriate, to the Headteacher.
· Establishment and supervision of school business systems. 

· Monitor the school's finance systems and budgetary position, ensuring school policy and best practice recommendations are implemented, including best value. 
· Provide monthly budgetary and financial reports to the Headteacher and Governing Body, be responsible for all financial statutory returns. 
· Support the Head Teacher in the preparation of the annual budget. 
· Research and oversee specific projects as identified by the Headteacher, including comparisons of quotes. 
· Negotiate contracts and purchases in connection with all school in expenditure ensuring the best value is obtained.
· Record and manage Personnel systems; administrate the Personnel Function.

· Maintain the record system and staff absence records and Sims.net Personnel Programme.
· Advise the Governing Body and Headteacher of Personnel procedures to be followed in line with KCC Policy and employment legislation.  Deal with all staff recruitment in liaison with the Headteacher ensuring that fair and legal recruitment policies are in place.
· Provide personnel support to the Headteacher, Governors and staff and manage the absence, recruitment, induction, training, development and appraisal of administrative and site staff to ensure the delivery of high quality and effective service.

· Update the asset register.
· Maintain records of staff training and absence.
· Lead on GDPR adherence, policy and reporting.
· To lead on health and safety and act as Health and Safety Co-ordinator.
· To lead on statutory health and safety compliance (e.g. fire, legionella and asbestos).
· Issue offer letters, induction policies and procedures to staff, volunteers and work experience personnel.
· In liaison with the Clerk to the Governors, oversee and monitor the Policy Spreadsheet and policy files, to ensure that policies are distributed for updating and approval and then filed accordingly.
· Be a member of the Resources Committee, advising on budgetary and site issues. 

· Develop and implement policies and practices which reflect the school's commitment to high standards.
· Contribute to forward planning, completing action plans as required.
· Monitor and support the Shepway Teaching School finance systems and budgetary position, ensuring policy and best practice recommendations are implemented, including best value. 
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