[image: ]



Clockhouse Primary School


Working and Learning together to be the best that we can be.

Business Manager Recruitment Pack
September 2019





[image: N:\Management CP\Photos\Other\YEP photos\_DSC3963.jpg]

























		

Contents


· Welcome Letter from Chair

· Copy of the advert

· Job Profile 

· Person Specification

· How to Apply 




LONDON BOROUGH OF HAVERING
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Clockhouse Lane
Collier Row
Romford 
RM5 3QR 

Telephone: 01708 745972

office@clockhouse.havering.sch.uk




Dear Applicant,


[bookmark: _GoBack]Thank you for your interest in the position of Business Manager at Clockhouse Primary School. 

We are a vibrant three-form entry Primary School in North Romford with a 90-place Nursery. We are culturally and socially diverse and have a strong inclusive ethos.

Out School Business Manager will play a key role in the development of our school, with particular responsibility for the leadership and development of Administration, Finance and Asset Management. This post will be challenging and rewarding in equal measures.

Please take a look at our website for further information about our school, however we strongly encourage you to visit the school to take a closer look. Myself or Mrs Savidge (Headteacher) would welcome the opportunity to meet you and personally show you around as we are extremely proud of our school. Please contact the school office to arrange a time.

On behalf of the governing body, I wish you well in your application process. 




Yours sincerely

D Leaper

David Leaper
Chair of Governors


 
Advert
Telephone 01708 745972
Email address - office@clockhouse.havering.sch.uk


Business Manager
Required as soon as reasonably practical

Hours: 	36 hours per week
Grade:	Grade 8, Point 35-39
41 weeks per year (term time only)


Clockhouse Primary School is one of the largest Primary Schools in the London Borough of Havering with a capacity to enrol, including the Nursery, 730 children. It has over 100 members of staff and a parent population of over 1,300.  The school is all on one site, but spread across three buildings including an Additional .Resource Provision.

We are looking to add to our team, a member of the office staff who will build upon our current successes and be a part of realising our ambition to be an outstanding school. The Business Manager post holds the key responsibilities of effectively delivering all administrative aspects of the school, in particular financial and asset management.

We are looking for candidates who are able to think strategically as well as deliver outstanding day-to-day performance and who can work under pressure. You will need well developed problem solving, interpersonal and leadership skills. Above all, you will need to demonstrate a commitment to contributing to on-going school improvement at Clockhouse to make a positive difference to the lives of our children.

Our school offers: 
· Enthusiastic children;
· A well-resourced environment and a strong commitment to School Improvement;
· A firm commitment to the Continuing Professional Development of all Staff;
· Friendly and supportive working environment, with opportunities to progress in your career.

We consider this to be an exciting opportunity for applicants looking to work in a supportive and inclusive environment where commitment to development of the whole child is paramount.

Prospective candidates are very welcome and encouraged to visit the school, please contact us on 01708 745972 to arrange a visit.

Closing date: 	18th September 2019
Shortlisting:  		18th September 2019
Interviews: 		w/b 23rd September 2019





Clockhouse Primary School

Job Title:		School Business Manager

Grade:			Grade 8

Responsible to:	Headteacher	

Staff Managed:	Administrative Staff – Resource Manager, Attendance Manager 
			Premises Staff – Site Manager, Caretaker, Cleaners,
Midday Assistants

Job Purpose and Content

The School Business Manager is responsible for the management, supervision and provision of the school support services. This includes services that are delivered directly by staff working at the school and services that are supplied by the local education authority and other commercial providers under contract or service level agreements. These services may cover:
· Accounting and financial management
· Administrative systems, procedures and services
· payroll administration
· Premises and facilities management
· Curriculum, administrative and financial ICT systems
· Health, safety and security
· Cleaning, catering and grounds maintenance
· Support to the governing body and its sub committees.
· The School Business Manager will be a member of the school Senior Leadership Team and the line manager and performance manager of designated school support staff.  

Roles and responsibilities

· Preparation of the draft annual school budget and the regular monitoring and periodic reporting on that budget to the headteacher, the governing body and the local education authority

· Accounting, book keeping and administration of the school’s financial resources to best practice standards and in accordance with the financial regulations of the school  (which the postholder will be responsible for developing and maintaining)

· Responsibility for the efficient and effective management, development and maintenance of the school’s administrative systems, procedures and policies, which includes management of:
	· People

	· Information

	· infrastructure


· Maximising school income through income generation and through efficient and effective claims and reclaims procedures and processes for grants

· The management of communication, public relations, school marketing, events and complaint

· Responsibility for the efficient maintenance and development of curriculum, administrative and financial information communication technology systems and facilities including, where applicable, monitoring the service of providers

· Payroll administration, monitoring the quality of the payroll services provider(s) to make sure that payments and deductions are paid correctly and on time to the right location, and working with providers to resolve problems, queries and complaints

· The management of site security and safety and responsibility for the school buildings/premises/site development plan and maintenance and repairs programme

· Management of lettings and community use of the site, facilities or premises for a full service extended school

· Responsibility for the provision of clerking and support services to the governing body and its subcommittees, including the monitoring of service provision by providers and which may include the role of clerk to the governing body

· The role of data protection officer and responsibility for data and information and ensuring the timely completion of information returns required of the school

· Health, safety and security including: 
	· Acting as the school fire officer

	· Responsibility for health and safety inspections, risk assessments and supporting others to carry out risk assessment

	· Responsibility for disaster recovery policy and planning

	· Responsibility for critical incident policy and planning



· Monitoring the quality and specification compliance of the cleaning, catering and grounds maintenance providers including joint working with any authority-wide or shared client side officers (where applicable) and/or direct management and supervision of school staff delivering such services if applicable

· Responsibility for ensuring the provision of the best quality customer service to internal and external customers and school stakeholders

· Working with the headteacher and advisers from the local education authority, ensure best value for money in the services and products required by the school

· Monitoring contracts for services provided to the school and for school contracts and tendering processes

· The evaluation and analysis of the implications of policy and regulatory change (within the remit of the post holder), which may have an impact on the school 

· To participate in strategic planning, school development planning, business and long term financial planning and the action planning, target setting and monitoring and evaluation that arises from this role

· The day-to-day management, supervision and support of designated school staff and their performance management and continuing professional development

· To undertake any other areas of responsibility / tasks, which are deemed to be appropriate to the role of School Business Manager, and delegated by the Headteacher


This job description may be amended at any time after discussion with you but will be reviewed annually during the academic year and appropriate changes made if necessary


Staff Member:……………………………………….			Date :


Headteacher:………………………………………...			Date :


Notes: 

· This school is committed to safeguarding and promoting the welfare of children and young people. Everybody who works for the school is expected to share and promote this commitment and to have, or acquire, the relevant abilities, skills and knowledge to carry it out.

· The authority expects its employees to work flexibly within the framework of the duties and responsibilities specified above. This means that the postholder may be expected to carry out work that it not specified in the job description but which is never the less within the remit of the duties and responsibilities.

· Staff in schools work subject to statute and many policies and procedures. The postholder will be expected to become familiar with these and work in accordance with them








Clockhouse Primary School

Person Specification – School Business Manager 

	Skills and abilities
	Essential
	Desirable
	Assessed by

	Ability to organise one’s own work, to prioritise tasks and keep to deadlines
	

	
	Application & interview

	Ability to manage the work and outcomes of other people
	
	
	Application & interview

	Ability to manage the financial resources of the school to best practice standards
	
	
	Application & interview

	Ability to communicate and interact effectively with adults, children and young people
	
	
	Application & interview

	Ability to manage the information and data requirements of the school and a variety of outside agencies 
	

	
	Application & interview

	Ability to manage ICT systems
	
	
	Application & interview

	Ability to write effectively for a variety of different audiences
	
	
	Application & interview

	Displays commitment to the protection and safeguarding of children and young people
	
	
	Application & interview

	Knowledge

	A thorough understanding of health, safety and security issues in schools
	
	
	Application & interview

	Expert knowledge in at least two of the non finance functional areas covered by this post
	
	
	Application & interview

	A thorough understanding of and personal commitment to equality of opportunity
	
	
	Application & interview

	A proven understanding of how to improve quality on performance in service delivery
	
	
	Application & interview

	Has up-to-date knowledge of relevant legislation and guidance in relation to working with, and the protection of, children and young people 
	
	
	Application & interview

	Qualifications and experience

	ICT certification to support word processing skills, database and spreadsheet skills
	
	
	Application & interview

	GCSE at level A – C in English and mathematics (or equivalent)
	
	
	Application

	NVQ Level 4 or equivalent professional qualification (CIMA, CIPD, CSBM)
	
	
	Application

	Five years relevant experience in finance, personnel or administrative management
	
	
	Application & interview

	Previous experience in computerised finance pay, personnel and administrative systems
	
	
	Application

	Experience in the SIMS computerised packages commonly used in schools
	
	
	Application

	Willingness and motivation to develop own skills and proficiency 
	

	
	Application & interview






How to Apply

If you would like more information about this post, please arrange a time to visit us, by phoning the school office.

Further information about the school can be found on our website by visiting:
www.clockhouseprimaryschool.co.uk



Please apply online via: 

www.haveringschools.jobs


Application deadline: 12.00pm on 18th September 2019

For any application queries, please contact Havering Education HR on 01708 434255.



On behalf of the governing body, thank you for your interest.
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