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Lightyear Federation
Caring, Dreaming, Thinking Bigger
Business Manager
School: Business Manager
Grade: KSH/KSI based on experience
Hours: 37 hours per week
Weeks: 42 weeks per year
Responsible to: Headteacher
Line Management Responsibility: Admin & Site Teams
Date: June 2026

Purpose of the Job

To lead and manage the school's business and support functions, ensuring the efficient and effective delivery of finance, human resources, administration, premises, health and safety, procurement, compliance and operational services. As a member of the Senior Leadership Team, the Business Manager will contribute to the strategic leadership and development of the school.

Key Duties and Responsibilities

Financial Management

· Lead the planning, development, management and delivery of the school's support services.

· Prepare, monitor and manage the school's budget, providing accurate financial forecasting and reporting.

· Ensure financial resources are deployed effectively to support school improvement priorities.

· Produce financial reports and information for the Headteacher, Governors and relevant external agencies.

· Manage procurement processes to ensure value for money and compliance with financial regulations.

· Identify opportunities to secure additional funding, sponsorship and partnership arrangements.

· Ensure appropriate insurance cover and licences are maintained.
· Continually review all school contracts, including Catering, ICT & Cleaning to ensure best value and quality, seeking tenders when required.
Human Resources

· Lead and oversee recruitment, induction, performance management and professional development processes for support staff.

· Provide advice and guidance to leaders on HR matters, policies and procedures.

· Maintain accurate personnel records and ensure compliance with employment legislation.

· Support workforce planning and staffing structures to meet the needs of the school.

Admissions

· Undertake all administrative tasks associated with admissions and liaise with the Senior Leadership Team regarding applications.

· Act as the initial point of contact for admissions enquiries, providing information about the admissions process.

· Maintain the waiting list for school places in accordance with the admissions policy.

· Issue routine admissions correspondence, offer letters and information packs.

· Meet prospective parents and conduct school tours.

· Arrange admissions meetings for new parents with the Headteacher, Deputy Headteacher or class teacher.

· Create and maintain accurate pupil records and school roll information on Arbor, including registers and emergency contact lists.

· Liaise with feeder schools to obtain information about new pupils and share information appropriately.

· Liaise with destination schools to ensure the correct transfer of pupil records.

· Support the Senior Leadership Team in preparing for open evenings and new parent meetings.

· Assist in preparing information packs and updating the school website.

· Liaise with KCC Admissions Team, Fair Access Team and other schools regarding admissions and leavers.

· Collate admissions data, produce reports and prepare statistical returns.
Administration and Operations

· Develop, implement and review policies, procedures and systems that support the effective operation of the school.

· Ensure administrative systems are efficient, compliant and responsive to the needs of pupils, staff and families.
· Ensure the prompt and accurate completion of Census, Workforce Census, forms and official returns relating to personnel and pupils.

· Cover the front reception as and when necessary.
· Monitoring and review Single Central Register alongside Safeguarding & Pastoral Director.
Premises, Health & Safety and Compliance

· Assist the Headteacher and Site Manager with the development, implementation and monitoring of health and safety procedures across the school.

· Ensure compliance with all relevant health and safety legislation and guidance.

· Oversee premises management, maintenance programmes and site development projects.

· Manage facilities and lettings, maximising income opportunities where appropriate.

· Support the development and implementation of policies relating to health and safety, security, confidentiality and data protection.

Extended Care

· Oversee the development and daily management of the Extended Care, ensure safe, caring and stimulating environment for children is provided.

· Developing and implementing and reviewing the policies, procedures and practices within Extended Care.

GDPR Lead

· Take on the role of Data Protection Lead within the school, assisting with the development of policies and procedures relating to finance and the GDPR.

· Liaise with the Data Protection Officer and act on any compliance issues.

· Keep updated on data privacy legislation and any changes.

· Inform the organisation and staff of updates to data privacy legislation.

· Assess risk for any significant projects/changes that may require Data Privacy Impact Assessments (DPIA).

· Deal with any breach incident, where a breach has occurred and needs to be assessed, managed and reported upon, including reporting to the ICO.

· Respond to Subject Access Request (SAR), where a request has been received from a data subject to do something with the data you hold on them (disclose, delete, rectify, etc.).

· Have a good understanding of the organisation’s data processing activities.

Marketing and Communications

· Lead the promotion and marketing of the school, including open events and community engagement activities.

· Support the development and maintenance of effective communication systems with stakeholders.

· Contribute to strategies that enhance the school's reputation within the local community.

Strategic Leadership

· Contribute to the strategic leadership and development of the school as a member of the Senior Leadership Team.

· Advise the Headteacher and Governing Body on business, financial and operational matters.

· Attend Senior Leadership Team and Governor meetings as required.

· Prepare reports and presentations for governors and external agencies.

· Keep abreast of national and local developments affecting school business management.

· Undertake any other duties commensurate with the grade of the post as directed by the Headteacher.



Person Specification

Qualifications

· Level 5 Diploma (or equivalent) in School Business Management, Advanced Diploma of School Business Management (ADSBM), Diploma of School Business Management (DSBM), equivalent accountancy qualification or relevant professional qualification.

Experience

· Significant experience in finance, administration and operational management.

· Experience of budget planning, monitoring and financial reporting.

· Experience of managing staff and leading support services.

· Experience of working within an educational environment is desirable.

Skills and Abilities

· Ability to develop and implement effective policies, procedures and systems.

· Strong analytical and problem-solving skills.

· Excellent organisational and project management skills.

· Ability to interpret complex information and make informed recommendations.

· Strong interpersonal and communication skills with the ability to influence and negotiate effectively.

· Ability to manage multiple priorities and meet deadlines.

Knowledge

· Knowledge of business and administration management principles.

· Knowledge of financial management, procurement and contract management.

· Understanding of employment legislation and HR practices.

· Knowledge of health and safety requirements and compliance responsibilities.

· Understanding of safeguarding, confidentiality and data protection requirements.



Footnote: This job description is provided to assist the postholder in understanding the main duties of the role. It may be amended from time to time without changing the level of responsibility appropriate to the grade of the post.

