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facta non verba – actions not words

JOB DESCRIPTION
School Business Manager

Job Purpose

The role of School Business Manager is deemed to be key to developing the operational side of the school and must be prepared to support and advance the overall aims and values of the school.

The School Business Manager is responsible for the strategic leadership, management and development of efficient financial, personnel and support services for the school, including:
· Budget planning, monitoring and financial control.
· Contract compliance and leasing.
· Personnel records, appointments and payroll.
· Managing the school offices and reception areas.
· Administrative ICT and communication systems (including MIS)
· Managing and coordinating site services and catering.
· Grant applications and fundraising.
· Ensuring that the buildings, site and facilities are safe and available for school use and other users, whenever they are needed.

Duties
This job description describes in general terms the normal duties that the post holder will be expected to undertake. However, the job described may vary or be amended from time to time without changing the level of responsibility associated with the post.

Key Responsibilities:

· The efficient operation of the school in accordance with the school’s policies and in particular those relating to Health and Safety.
· Strategic planning.
· Personnel leadership/management.
· Effective deployment of resources.
· Promotion of the School.
· Celebrating success.

Specific responsibilities

Strategic Leadership and Management:
· Take a strategic view of the development of all support systems for the school, consulting with staff and Trustees, and taking responsibility for initiating and delivering improvements.
· Participate as a member of the Senior Leadership Team (SLT), leading in the area of support services and helping to resolve problems, promoting effective management and strategic leadership.
· To provide leadership and guidance for support staff, including direct line management responsibility where appropriate.
· To be responsible for all matters within the management of the school which are supportive to, but do not involve, the teaching function.
· Plan and manage change in accordance with the school development plan.
· Have responsibility for refining/reviewing the administration of the school and for strategic planning to ensure the most effective use of financial and other resources to support the aims and objectives of the school.
· To assist the headteacher with formulating and developing school needs, action planning, priorities, policies and procedures, office protocols ensuring these are communicated to staff and consulted on as appropriate.
· To assist the headteacher to raise the profile of St Mary’s Hare Park School within the community and oversee the marketing strategy and social media platforms to maximise pupil recruitment.
· To attract additional funds for the school wherever possible and liaise with funding agencies.
· To ensure that the school has a strategy and policy for using technology (including contingencies in case of technology failure), aligned to the overall vision and plans for the school, ensuring value for money.

Financial Management:
· To advise the Headteacher and Trustees on investment and financial policy, preparing appraisals for particular projects and responsible for the development of a long term financial strategy for the future development of the school. 
· Prepare for approval by the Headteacher and Trustees the annual estimates of income and expenditure.
· To prepare the accounts for annual audit.
· To obtain agreements of budgets and to monitor accounts against budgets.
· To use financial management information, especially benchmarking tools, to identify areas of relative spend, assess trends and directly advise the Headteacher accordingly.
· To be responsible for the management of the school accounts, ensuring its efficient operation according to agreed procedures, and to maintain those procedures in line with best practice and regular review.
· Remain up to date with regard to financial regulations and arrangements and advise the Headteacher and Trustees of all relevant changes.
· To be responsible for the procurement processes, policies and activities within the school and ensuring these meet the relevant standards.
· To be responsible for ensuring the banking of monies, payment of invoices, chasing monies owed to the school and payment.
· Monitor the financial effects of appointments of teaching and support staff and other staffing matters, such as maternity leave or the use of supply teachers.
· To oversee income generation including lease and letting arrangements.
· To oversee school insurance arrangements.
· To lead the development of income generation within the ethos of the school and ensure best value principals are adopted. Seek grants, write bids and develop trading services to fund school projects, including building improvements.
· Attend relevant Trustee meetings and present appropriate reports.

Personnel (Human Resources):
· To liaise with the schools Human Resources provider: Pennisula and guide and inform staff how to best utilise access. 
· To be responsible for payroll for all school staff.
· To be responsible for general personnel matters. Overseeing the clearance of new staff – medical checks, safeguarding (including the Single Central Register) and to issue contracts of employment.
· Working with the Headteacher, lead and manage on personnel matters relating to all staff, including absence management.
· Give advice on, and seek clarification on assessment of salaries, expenses, sickness and maternity procedures, redundancy and other personnel related matters.
· To be responsible for all staff contracts and coordinate the administration for teacher recruitment ensuring effective and highly professional processes at all times.
· To ensure staff are made aware of any new policies/amendments to policies and the importance of putting them into practice.
· Ensure effective line management and professional development for office staff.

Support Services:
· To support the Site Manager with the maintenance of the school’s site and buildings, and the efficient operation of all facilities on the property, including ICT.
· To oversee the sustainable and environmentally conscious management of school resources, including procurement and facilities management.
· Lead a culture of continuous improvement across the school’s administration, working to improve efficiency and effectiveness in all aspects of the school’s support services.
· 

Health and Safety, facility and premises management:
· To take the lead on compiling and implementing a Premises Development plan, including energy conservation and accessibility. 
· Support the Headteacher in implementing a Sustainability Plan. 
· Oversee the school asset register and disposal of goods no longer fit for purpose.
· Negotiate, manage and monitor contracts, tenders and agreements as appropriate.
· Manage the letting of the school premises to outside organisations and for the development of all school facilities for out-of-hours use.
· Act as Fire Warden in the absence of the school site manager.
· In the event of an emergency or incident, maintain contact with parents and pupils throughout and ensure parents and pupils receive appropriate briefings (see emergency management plan). 


Other General Duties:
· Lead the design and marketing of the school.
· Lead and manage the administrative function, working with the school’s administrative staff to ensure the effective delivery of administrative systems.
· To work with the admin team in delivering appropriate liaison with the Trustees, including arranging meetings and administrative support as appropriate.
· Review and manage administrative systems ensuring processes and communications are increasingly effective, implementing new systems as appropriate.


General Responsibilities:
· Support and contribute to the school’s responsibility for safeguarding students. 
· To always promote equality, diversity and inclusion in all that the school does.
· Work within the school’s health and safety policy to ensure a safe working environment for staff, students and visitors.
· Keep up to date with developments and changes in legislation and guidance and communicate appropriate information to colleagues as appropriate.
· Attend training sessions and meetings as required.
· Maintain high professional standards of attendance, punctuality, appearance, conduct and positive, courteous relations with students, parents and colleagues.
· To be aware and adhere at all times to the school code of conduct and confidentiality.







Safeguarding Children:
The post holder’s responsibility for promoting and safeguarding the welfare of children and young persons, for whom s/he is responsible, or with whom s/he comes into contact, will be to adhere to and always ensure compliance with the School’s Child Protection Policy Statement. If while carrying out their duties, the post holder becomes aware of any actual or potential risks to the safety or welfare of children in the school s/he must report any concerns to one of the School’s Designated Safeguarding Leads or to the Head Teacher. This job description is not intended to be all embracing and the post holder shall be required to carry out other duties as necessary and required, commensurate with training and experience.


This Job Description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder. It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the School in relation to the post holder’s professional responsibilities and duties. Employees will be expected to comply with any reasonable request from management to undertake work of a similar level that is not specified in this job description. It is understood that areas of responsibility are from time to time subject to review and are negotiable in the light of the needs of the school and the professional development of the staff.
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