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Job Description: School Business Manager 
	Post Title:
	Business Manager
	Post No:
	SBM

	Post hours:
	36 hours per week, 52 weeks per year          8.30 am – 4.30 pm daily plus weekly SLT meeting. 
Oversee EFA forecast in July and closing of financial year at the end of August  
	Grade:
	BEX14 – 16
£33,075 - £43,215
Negotiable depending on experience 

	Responsible to:
	Headteacher

	Responsible for:
	Premises Manager, Office Manager, Finance Officer, Breakfast and After School Club Manager 

	Liaising with: 
	Headteacher, Governors, Teaching Staff, Support Staff, Pupils, Premises Team, Office Team 

	Job Purpose:

	The role involves managing the academy finances, overseeing facilities management, HR procedures, health and safety and the administrative function of the academy. The post holder is a member of the Senior Leadership Team and will play a key role in leading and managing the Academy. 



	General Responsibilities:  

	· To lead and advise the Governors and Headteacher on matters relating to finance, premises and operations and Health and Safety. 

· To advise Governors and Headteacher on all matters relating to their collective responsibility for prudent financial management of the Academy and other related activity. This includes maintaining appropriate financial systems, controls and ensuring the Academy as a company and school complies with all regulatory requirements and that financial information is both accurate and readily available to support financial decision making processes. 
· Attend Senior Management and full Governing Body meetings.

· Line manage the school Office Manager, Premises Manager, Finance Officer and Breakfast and After School Club Manager, including performance management.
· Provide admin support to Headteacher and SLT 


	Financial Resource Management

In co-operation with Senior Leadership Team and Governors ensure that: 
· Governors and fully informed of Academy financial and operational issues during governing body meetings. 

· The Academy develops effective policies, practices and procedures.

· The Academy remains in sound financial health. 
· Provide sound financial advice to the Headteacher and Senior Leadership Team. 

· Work in conjunction with the Accountants/Responsible Officer and Audit Committee to ensure that the financial obligations of the Academy and Governing Body are fulfilled and appropriate financial, contractual and purchasing procedures are established and maintained. 

· Strategic management and submission of the school budget, linked closely to the School Improvement Plan and priorities. 
· Use the agreed budget to actively monitor and control performances to achieve value for money.
· Submit the proposed budget to the Headteacher and Governors for approval and assist the overall financial planning process.
· Responsible for the Finance manual and financial procedures including keeping them up-to-date and in line with the requirements of the EFA / Academies handbook
· To liaise with the Home School Association as and when required.

	· Advise the Headteacher and Governors if fraudulent activities are suspected or uncovered.

· Lead and manage Lettings to maximise income. 
· Write bids and maximise funding streams, identify and apply for grants.
· Obtain value for money quotes and tenders, in line with school requirements and procurement regulations.
· Monitor the terms and conditions, effectiveness and implementation of leasing agreements.

· Maintain an inventory of school resources and write off as required (asset register)
· Responsible for the pension end of year returns and pension administration

· To ensure all statutory and statistical returns are completed as appropriate. 

	Administration Management

· Oversee whole school administrative functions to ensure efficiency, which meets the needs of the school, including research and solutions.
· Use data analysis, evaluation and reporting systems to ensure systems are streamlined to maximum efficiency and avoid duplication.

· Benchmark systems and information to assess trends and make appropriate recommendations. 
· Supervise the preparation of information for publications and returns for the EFA, LA and other agencies and stakeholders within statutory guidelines.

	Premises 
The Business Manager will be responsible for the overall management and maintenance of the school, working with the Headteacher. Specific responsibilities include: 
· Taking the lead on compiling and implementing a Premises Management Policy and Development Plan including energy conservation. 

· Through regular contact with the premises team, ensure the proper operation, maintenance and repair of the Academy is carried out and progress monitored, including the monitoring the quality of work by contractors. 
· Identify training needs of the Premises team and arrange CPD. 
· Advise on all health and safety matters, including measures in the event of emergencies. 
· Produce termly Premises Reports for Governors, with appropriate research and information relevant to projects
· Manage the letting of the school premises to external organisations.

· Deal with all aspects of tendering. 
· Ensure ancillary services e.g. catering and cleaning are monitored and managed effectively. 

· Responsible for overseeing all aspects of the schools Breakfast and After School club, to ensure that the service is compliant with statutory and legal requirements including Ofsted. 

	Human Resources

· To ensure that the Academy is compliant with all adopted policies and procedures. 

· Oversee the recruitment process of all staff members and ensure accuracy of HR records
· To oversee all matters relating to payroll, including pensions, child care vouchers etc. 

· Support Headteacher and SLT in all HR issues.
· Work closely with the Office Manager to ensure the SCR is accurate and up to date 
· To liaise and work closely with the Headteacher and SLT with regard to Personnel issues such as disciplinary, capability, staff absence management, occupational health referrals etc. 
· Respond to absence requests for all staff. Liaise with Finance Officer re unpaid leave to ensure payroll and personnel records are correct.
· Responsibility for safer recruitment procedures being fully implemented and staff files are compliant. 


	Health and Safety 
· Responsible for the Health & Safety policy and for keeping it up-to-date with current legislation and is clearly communicated and available to all stakeholders. 
· Ensure systems are in place for effective monitoring, measuring and reporting of health and safety issues to the Senior Team, Governors. 

· Ensure the maximum level of security is maintained at all times and that systems are in place to enable the identification of hazards and risk assessments including fire safety. 
· Act as the schools Health and Safety co-ordinator and Fire Officer.

· Responsible for whole school health & safety including premises, accidents and incidents and reporting to HSE.
· Undertake appropriate health and safety qualifications and courses as required



	Management of Information Systems and ICT:  

· Communicate the strategy and relevant policies, including Data Protection for use of technology across the school. 

· Consider approaches for existing use and future plans for technology in school. 
· Consult with relevant people and other parties to introduce new technology or improve existing technology for different purposes. 

· Ensure that contingency plans are in place in the case of technology failure. 

· Ensure resources, support and training are provided to enable work colleagues to make the best use of available IT. 

· To oversee the management of the Technical support team to ensure the IT requirements of all staff and pupils are supported. 



	Line Management Responsibilities: 

To line manage and performance manage:  
· Finance Officer

· Office Manager 

· Premises Staff (2)

· After School Club Manager 

To have an overview of the management of: 

· Catering company 

· IT provider 

	Other specific duties: 

To actively promote and adhere to the school policies. 

To continue own personal development and to engage in the appraisal process. 

To play a full part in the life of the school community, to support the school mission and ethos and to encourage staff to follow this example. 

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in the job description Such variations cannot themselves justify a reconsideration of the grading of the post. Where such duties amount to more than a temporary adjustment to the main responsibilities of this job description, it will be amended accordingly. It will be subject to periodic amendment whenever circumstances or appraisal processes dictate changes in the post holders role within the School. 

The job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title. 


	Signed by:

	Headteacher 

	Date:

	
	Post holder:

	Date: 


2

