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	Job Description

School Business Manager
(This post in subject to DBS checks)




	Job Title:            School Business Manager
Job Holder:

Line Managed By:    Directly –Headteacher


	Job Purpose: 

· To lead and manage the strategy and operation of the business functions of our school including: finance, healthy and safety, human resources and compliance


	Principal Accountabilities:

· Business and financial 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 (e.g. finance officer and site manager) including recruitment, induction, performance management, training and mentoring systems. 

· Develop appropriate policies relevant to school support functions 

· Negotiate, manage and monitor licences, insurances and contracts on behalf of the school 

· Develop income generating activities including preparation of and submission of bids for funding to external agencies. 

· Responsible for the development of the marketing strategy for the school. 

· Responsible for the overall equipment ordering process. 

· Management of facilities, including premises, lettings and liaising with external contractors 

· Be the health and safety manager for the school. 

Be the data protection lead for the school



Footnote: This job description is provided to assist the job holder to know what his/her main 
                 duties are.  It may be amended from time to time without change to the level of 
                 responsibility appropriate to the grade of post.
Signed …………………………………….. 

Date ……………………………………….

Signed ……………………………………. Miss C Coombes, Headteacher

Date ……………………………………….

