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St Teresa’s Catholic Primary School

01233 622797

Date:    December 2025
Name: 

Post:     Business Manager













Pay scale: Kent Range pay scale E (£27,852 - £29,716) 
To whom responsible: Headteacher 



Staff for whom responsible: All office and premises staff.

Purpose of the Job:

To manage and optimise the school’s finances.  Member of the senior leadership team.  Responsible for the planning, development, and delivery of the support function for the school in relation to personnel, data protection, premises and Health and Safety.  Carry out such other duties as the Headteacher or governors may reasonably require from time to time
Key duties and responsibilities:
Finance
• Prepare Three Year Financial Forecasts 

• Prepare the annual budget as part of three-year financial plans 

• Prepare the financial reports, estimates and financial returns required by the Central Trust Office and the ESFA 

• Ensure the effective operation of financial control within each Academy, and look to achieve value for money in all expenditure 

• Develop and update appropriate financial regulations and work with the Headteacher to ensure compliance 

• Promote best practice and ensure compliance with the financial processes and procedures set out in the policies of the Multi Academy Trust and Academies Financial Handbook 

• Devise appropriate accounting procedures to control, monitor and disburse each academies budget 

• Oversee and ensure all significant control processes are completed each month

• Ensure preparation of monthly management accounts 

• Monitor cash flow 

• Prepare financial appraisals of projects as necessary
• Assist the Headteacher in rescheduling and calculating costs for inclusion into the School Plan to ensure its effectiveness. 

• Maintain a Risk Register 

• Maintain a Business Continuity Plan 

Health & Safety
• Support the headteacher in the effective implementation of those policies 

• Be a key member of the school’s Health & Safety Committee 

• Ensure adequate funding is budgeted for H&S matters 

Payroll/HR:
• Oversee the effective management of the payroll service and act as liaison with the external payroll provider (Cantium Business Solutions), ensuring payroll audit trails adhere to guidance, and appropriate checking and authorization is carried out each month 

• Ensure school HR records are consistent in SIMS (workforce census); Cantium Business Solutions (payroll) and BPS budget system. 
Asset Control 
• Ensure accurate records are kept by the school assets via Parago 

• Prepare bids to Central Trust Office as necessary to access the MAT capital funding allocation 

Signed      ___________________        Date:                            Business Manager
Signed      ______________________   Date:                           Headteacher
