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Vision Statement

We are a growing community welcoming all into a secure, caring and inclusive environment, enabling us to flourish. Rooted in traditional Christian values, learning is fun, active and challenging. This nurtures spiritual, mental, physical and creative development. Our                         happy children build trusting relationships reflecting the love of God.

“Nurtured We Flourish

Our Values

Everything that we do in school is underpinned by our core Christian values and these are the basis for all the experiences we offer our pupils: 

Love 
Faith 
Forgiveness 
Fellowship
Job Description:

School Business Manager
Grade:


Kent Range 7/8
Responsible to:

Headteacher
Liaise with:

Office Manager, Receptionist, Site Manager, Governing Body
Main Purpose of Job

To enable both the smooth running of the school and its longer term development.
Details of Duties and Responsibilities
To perform a key role as an integral part of the school office team.

Finance

· Be the lead person, advising the Headteacher on all financial matters, to ensure the school maintains financial probity at all times, with systems which are compliant with all regulations.

· Work with the Headteacher to set the annual budget and following discussions relating to the School Improvement Plan, and the longer term aims of the Headteacher, annually develop a three-year budget plan.

· Monitor the outturn of the current budget and work with the Headteacher to adjust spending as necessary.

· Complete all returns for LA & DfE in accordance with deadlines.
· Carry out daily, weekly and monthly tasks associated with the finances of the school (eg VAT return, cheque processing, bank reconciliations, corporate cards)
· Act as the primary contact for all external customers, suppliers and agencies regarding school finance including LA and DfE on all financial matters.

· Lead external audits e.g. compliance, fraud, corporate card audit, HMRC. 

· Produce reports and notes for Head & Governors, and explain all aspects of the financial management of the school. (Including conducting financial benchmarking exercises for governors in order to identify anomalies in school spending patterns and preparing the Financial Risk Register)
· Attend Governing Body meetings, being a member of the Finance and Personnel Committee 
Payroll

· Manage the payroll process within the school. This includes informing the payroll provider and HR support of all starters / leavers / contract changes / extra payments due / sickness absences etc

· Administrating & agreeing the monthly payroll, ensuring it is correct, making all necessary payments (HMRC, pensions etc), ensuring staff pay and extra payments are made correctly.

· Have a comprehensive understanding of tax, pensions, statutory payments (sick pay, maternity pay).

· Administer the process for pay increases. Ensure that performance management outcomes are available to inform staff pay rises. Calculate new FTE pay and pro-rata salaries, plus any lump sums due. Advise payroll of new salaries / grades/ holiday allowances. Prepare & issue appropriate letters to support staff. Prepare & issue statutory advice to teaching staff. Advise HR provider of new salaries. Update internal school records with new salaries.

HR

· You will play a leading role in all matters pertaining to HR, advising the Headteacher as required.

· You will play a full part in managing the recruitment process for staff. This may include writing adverts, screening applications and arranging interviews, in consultation with the Headteacher. 
· You will complete the induction process for all new starters and liaise with the line managers of new staff in order to manage probationary periods and final reviews.

· In disciplinary/competency matters, you will support the Headteacher as required, and play as full a role as necessary in completing any processes relating to these matters.

· You will manage instances of ill health/long term staff absence, referring to Occupational Health as required. As part of this you will monitor staff absence patterns.

· Complete performance management and facilitate CPD for administration and premises staff. Source training as required e.g. school e-safety online training, first aid courses

Health and Safety

· You will act as the lead person for health and safety, and hence must be aware of the key legislation relating to H&S.

· You will agree to undertake comprehensive H&S training that covers all of the responsibilities of the school.

· Manage the operation of site manager. 

· With guidance from the site manager, you will develop site-specific knowledge about our school.

· With the site manager ensure the safe operation of the school site. This includes ensuring that statutory testing regimes are completed i.e. legionella, fire alarm, and all matters relating to the management of the asbestos record.

· Ensure site manager provides a seasonal report to governors on H and S matters.

· Complete risk assessments and put in place any necessary controls.

· Be responsible for liaising with external contractors who work on site, to ensure that all matters relating to H&S are upheld. This will include informing them of any site specific risks, and overseeing their activities on site.

· Provide information and training on H&S matters as required.

· Complete an H&S induction with all new members of staff, and ensure that relevant staff maintain currency on any H&S related qualifications.

Support Services

· Oversee the operation & development of school administration functions – assess routines, look for improvements, suggest systems & changes etc

· Procure, negotiate & administer contracts to support the school e.g. telephone, insurance, printers, IT support. Read other contracts the school is considering & provide advice 

· Act as system manager for school information management and finance IT systems 
Facilities & Premises

· Ensure compliance with statutory checks & inspections.

· Arrange Fire Risk Assessments, re-measuring of floor space & other premises visits by external agencies.

· Arrange non-statutory support contracts e.g. PAT, Air conditioning maintenance.

· Liaise with KCC re premises visits & updating their database.

· Liaise with site manager regarding any repair & maintenance tasks, decorating etc.

Ad-Hoc
· Advise on the review and development of all school policies relating to your sphere of responsibility, including Finance, Lettings, Charging & Fraud, HR and Health and Safety. 

· Control of school entry system software, allocation & deletion of access to staff, contractors etc 

· Oversee & manage various school central control systems e.g. DfE Sign In, Single Central Record, Asset Register 

· Annual review & re-writing of School Emergency & Business Continuity Plan

· Ensure compliance with GDPR (school contact & admin of systems e.g. DPO, GDPRiS) & Data Protection legislation 
Professionalism
· Maintain a professional and discreet attitude at all times

· Follow the school’s child protection procedures, maintaining confidentiality and sensitivity to pupils’ needs but having regard to the safeguarding policy and procedures of the school
· Maintain strict confidentiality with regard to both pupils and staff within and outside of the school
· Participate in professional development through training and courses.
· Assist the Headteacher and staff at the school to implement the School Improvement Plan
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Date:_________________________
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