Havering Schools 

School Model Job Profile
	Job Title:
	School Business Support Manager

	Reference No::
	MN73

	Grade:
	7

	Responsible for:
	6 to 15 staff


Purpose

· To be directly responsible for the operational management of the school finances, HR, administration and site management within the school
Main Responsibilities

· Financial Management - Be responsible for advising the senior leadership team and the Governing Body on matters of financial governance and submit the phased budget to the Governing Body for approval and send to LA within set deadlines
· Human Resources - Participate in the recruitment, selection and appointment of office staff overseeing any relevant paperwork related to interviews, references and DBS checks is carried out.
· Site Management - Manage the site supervisor in prioritising the work around the site in accordance with the School Improvement Plan and Asset Management Plan
· Administration - Design, create, develop and maintain policies and procedures as appropriate
Specific Tasks

· To have responsibility for ensuring that the financial procedures manual is maintained in accordance with LA/DCFS guidance. 

· Proactively review resources and spending priorities to ensure that school development plan targets reflect budget planning.

· Manage administration staff and premises staff including performance management and assisting in the identification and addressing training and development needs.

· Participate in the recruitment, selection and appointment of office staff overseeing any relevant paperwork related to interviews, references and DBS checks is carried out.

· Liaise with the School’s HR provider with regard to the administrative aspects of the appointment and employment of teaching and support staff, compliance with legislation and good practice relating to employment protection and equal opportunities and on the employment and conditions of service of staff.

· Be responsible for the provision of specialist advice and guidance to Senior Management Team/Governing Body on national and local guidelines/policy/statute etc.

· Manage the site supervisor in prioritising the work around the site in accordance with the School Improvement Plan and Asset Management Plan.

· Manage and monitor any site repairs, after approval from Head Teacher and arrange for builders to carry out all necessary work within agreed deadlines.

· Report to Governing Body as required providing status reports on any matters arising.

· To co-ordinate and manage the work and communicate/liaise with Architects, Contractors and Council Officers with regard to the maintenance, refurbishment and development of the site

· Be responsible for the ICT provision of the school

· To monitor and implement the school’s Health and Safety Policies to comply with the requirements of the Health and Safety at Work Act and other legislation.

· Be responsible the security and safe working condition of the school site.

· Be responsible for devising marketing and promotional strategies for the school.

· Oversee and ensure an inventory of all school equipment is maintained.
Job Profile Title
Person Specification

Knowledge/Education

· Qualification in School Business Management (CSBM) or equivalent qualification or experience

· First aid training
Experience

· Substantial experience of finance, human resources or a similar field in either a school, local authority or similar setting.
Policies Procedures

· Comply with and contribute to all school policies and procedures relating to safe guarding, health, safety and security, behaviour & anti-bullying, confidentiality and data protection, reporting all concerns to an appropriate person

· To implement and manage administrative, financial and site management policy and procedural requirements.
Systems/Applications

· Proficient in the use of IT to support school systems
