The Royal Harbour Academy
	Job Title:
	Business Manager


	Line Manager:
	Headteacher



	Date:
	April 2019

	Grade:
	KR12 

	Hours:
	37 Per Week


	Weeks:
	52 Per Annum

	Normal Working Hours
	8.00 – 4.00 

8.00 – 3.30
	Monday to Thursday
Friday
	1/2 hour lunch per day
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	PURPOSE OF JOB

To provide outstanding leadership and management of the school’s business and all related functions.
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	PRINCIPAL ACCOUNTABILITIES
Financial Strategy:
· To provide a comprehensive financial accounting service to the school, ensuring the accuracy and integrity of the accounting system and other financial records, including income, expenditure, salary payments and balance sheet transactions
· Advising the Headteacher and Governing Body on general financial policy and providing advice on any financial aspects impacting on strategic decisions

· Preparing the annual budget estimates of income and expenditure, in consultation with the Headteacher

· To work in partnership with budget holders to provide a financial support service; including forecasting, budget setting, budget monitoring and variance analysis

· Undertaking monthly bank reconciliations, outturns, cash flow forecasts and balance sheet transactions and presenting regular management reports
· Managing procurement with Best Value principles

· To ensure the efficient and completion and timely returns of statutory financial and statistical returns to KCC and other relevant bodies

· Monitoring proposed changes to funding formulae and advising on implications

· Producing and maintaining the school’s Finance Policy, Risk Register and Disaster Recovery Plan

· Management of the school’s Asset Register

Payroll

· To oversee the provision of accurate processing through an external bureau of all payroll data by the agreed timetable, including starters, leavers, changes to post, annual pay awards, overtime and expenses claim forms

· To ensure that timely third party payments and returns are made to HMRC, Pension Providers and Unions

Human Resources

· To maintain accurate personnel files

· To provide responsive support to support staff within employee relations legislation, School Policies, supported by external HR consultant

· To manage timely and accurate production of all HR returns and processes, including pension information
· Managing Performance Management of support staff

· Advising on HR Policy issues such as maternity leave, flexible working, annual leave in accordance with terms and conditions of employment and statutory employment law

· Ability to demonstrate understanding of and commitment to equal opportunities

Premises and Facilities

· Producing and maintaining the School’s Health & Safety Policy

· Ensuring the Health and Safety of all students, staff and visitors

· Monitoring and implementing the requirements of Health and Safety at Work legislation and ensuring compliance

· Managing the School’s insurance requirements and handling any claims that may arise

· Liaise with the School’s contractor (Mitie) in relation to small works required – lower site
· Liaise with Mitie in respect of all aspects of building maintenance and cleaning, ensuring that the School obtains best value from the contract – lower site
· Manage upper site premises, lettings and liaison with external contractors

· Manage and support site team, cleaning and catering teams

Administration

· Manage and support the School’s administration team

· To work with the Office Manager to ensure the smooth operation of administration within the school.
· Promote the effective management of the school by devising and implementing comprehensive and robust procedures and systems for all operational business functions within the school to provide efficient and effective working practices

· Co-ordinate and manage the business marketing of the school to ensure and maintain a positive high profile within the wider community on a local and national basis for the purpose of working in partnership to attract funding for designated projects, including developing a network of interested parties and negotiating with local business to promote the maximum use of the school’s facilities for the wider community and achieve income generation target to support the needs of the school and use such resources in a meaningful and cost effective way.

· Direct and lead the support staff team to ensure that operational/business targets are met and initiate the development of a continuous improvement programme to ensure school needs are met and that best value for money is derived.
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	NECESSARY EXPERIENCE

· Strong general standard of education, especially with regards to numeracy and literary skills.

· A qualification in accountancy, business management, or related discipline
· Experience of formulating and monitoring budgets
· Understanding of relevant policies, codes of practice, legislation
· Must be able to use own initiative, work independently, motivate and inspire with a creative approach to problem solving.

· Must have excellent communication skills, both verbal and written.

· Must have the ability to work calmly under pressure and have the ability to adapt quickly and effectively to changing circumstances/situations.
· In-depth knowledge of principles and good practices relating to financial controls, financial and management account, and planning and budgeting

· The post holder requires an extensive knowledge of complex financial procedures, regulations and business management (including HR) and would be qualified to NVQ level 5 (or equivalent) and hold a full professional CCAB-Qualified Accountant qualification and CSBM/DSBM.

· A high level of interpersonal and communication skills are necessary in order to discuss budgetary positions and advise Headteacher and various Governing Body Committees.  The post holder will need to interpret, apply and give advice on complex financial issues and the post holder must possess negotiating skills in order to interact effectively with colleagues, internal and external clients and other key stakeholders. 

· Detailed and authoritative knowledge and experience in financial procedures is essential, as is computer literacy, payroll and accountancy.

· The post holder must be a strategic thinker and have significant, proven business administration and management experience together with knowledge and awareness of how to form and develop successful marketing strategies and in depth knowledge of premises/estate management.

· Must possess knowledge of school procedure/policies, KCC regulations, audit requirements, Health and Safety and employment legislation.

· A flexible, efficient and analytical approach is required with the ability to resolve complex problems and work on own initiative to tight deadlines.
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	SCOPE FOR IMPACT 
The lower site is managed as a stand- alone business unit and the post holder is an ad-hoc member of SLT, consequently there is a requirement to ensure service and performance levels and budget requirements are met.

The post holder will have a significant and wide-ranging impact on the management of the school and will lead a large, diverse team and have partnership responsibilities.  The post holder participates in strategic decision making and will need to formulate business and school development plans (non-curricular) for the medium term (approx. 3 years).

The post holder will be responsible for all aspects of estate management* and would be required to spearhead the development and progress of major building projects within the school. 
* In liaison with the School’s PFI contractors for the lower site
The post holder is responsible for all support systems and procedures and would be expected to review and restructure working practices, policies, procedures and staff deployment in order to ensure that the school is equipped to deal with changes in the school and the wider community, together with implementing changes required as a result of government initiatives and bring together business support practices and procedures from disparate units/external bodies in order to develop processes for the whole school and Clusters.  The knowledge to deal with a variety of financial arrangements (such as partnership funding and recording work done by third parties, such as independent nurseries using school facilities).

The post-holder will be responsible for all aspects of financial management and would be required to be the financial specialist overseeing all financial aspects of the accounts and financial systems.  In order to do this they would be expected to possess specialist knowledge in this area and comply with both KCC and national accounting conventions and procedures.

The post-holder would need a complete understanding of the financial controls needed to ensure that the finances are conducted in a prudent way to protect public finances.
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	JOB CONTEXT 
The post holder is the “expert” and will lead practice in all aspects of school management and apply their knowledge from a “first principals” perspective to resolve complex and sensitive issues.  The school is responsible for managing a delegated budget of approx. £5m and for expanding the boundaries of income generation in order to support innovative projects to enrich the education experience of its students.

The post holder plays a key role in helping to raise income from numerous sources, as well as ensuring that all finances within the school are effectively managed to provide maximum benefit.  In this regard the post holder will have daily contact with staff at all levels throughout the school, Clusters, officers of the LEA and other KCC departments as well as contractors and private companies, and other government agencies such as DWP, HMRC etc.

The post holder will be expected to have a full understanding of the policies and procedures and implement plans which demonstrate an awareness of the longer-term impact of the decisions being made. 
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	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 this job description.




