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Message from the Headteacher

Since October 2024, our school has been revitalised under new, forward-thinking leadership, transforming into 
a beacon of educational excellence recognised across the country. We are at an exhilarating stage of growth, 
filled with energy, good humour, and a palpable excitement as we explore innovative opportunities for our 
children. With outstanding behaviour, amazing pupils, and highly supportive parents, Woodchurch Road 
Academy is a vibrant, thriving community. 

Our hardworking staff are united by a shared commitment to excellence and our strong ethic of Crew, 
fostering a sense of belonging, teamwork, and shared purpose that makes our school truly unique. Nestled in 
a beautiful historic building, our school boasts a distinctive curriculum with high-profile knowledge 
presentations and a strong investment in community engagement. We are seeking a proactive, enthusiastic, 
and humorous individual to join our transformative team and contribute to our exciting journey!

Come and join the dynamic and inspiring team at Woodchurch Road Academy.

Warmest Regards, 

Alexandra Borrill  

Headteacher



Woodchurch Road Academy has entered an exciting new chapter of transformation and growth, having
joined Cheshire Academies Trust in October 2023. With a new Senior Leadership Team, a refreshed ethos, 
and a focus on positive change, the school is becoming a hub of opportunity for staff, pupils, and the local 
community. 

We are looking for an ambitious and proactive individual to join us as our School Business Manager. 
Whether you are already an experienced School Business Manager seeking a fresh and rewarding 
challenge, or you bring strong transferrable skills and are ready to embark on this career path, this is a 
unique opportunity to make a real impact.

As part of this role, you will play a leading part in exciting development projects designed to expand and 
These initiatives are integral to our mission of driving 

improvement, fostering growth, and delivering positive change for our pupils, staff and the wider 
community.

Why join Woodchurch Road Academy?

Flexible working arrangements: While the role is advertised as full-year, we are open to 
considering reduced working weeks or days for the right candidate. Additionally, we offer the 
option to work from home one day per week. 

A supportive network: You will join a team of School Business Professionals across our Trust 
who collaborate, share ideas and provide mutual support while maintaining autonomy in their own 
schools. 

Professional development: The Trust prioritises your growth, offering regular CPD 
opportunities, 6 days dedicated to training per year, membership with ISBL, and attendance at a 
minimum of two School Resource Management conferences annually. 

Career progression: As a growing Trust, we provide exciting opportunities to develop your 
career within a forward-thinking organisation.

The Role
As a School Business Manager, you will take strategic leadership and management of finance, HR, 
administration, and operational support at Woodchurch Road Academy. You will be the leading support 

ial 
procedures deliver the highest possible standards.

If you have any questions, or would like an informal chat about the role, please get in touch by contacting 
clairecallaghan@cheshireacademiestrust.co.uk



Post:
School Business 
Manager

Salary:
Band H
£35,235 to £37,938
(Starting point on 
the scale is 
negotiable, 
dependent upon 
experience)

Hours:
36 hours per week

Annual leave:
27 days rising to 32 days 
after 5 years

Location:
Woodchurch Road 
Academy, 
Woodchurch Road, 
Oxton, Wirral
CH42 9LJ

Reports to:
Headteacher

Job Description
Job Purpose

Work as an effective
ensure the safe and effective day-to-day operation of the school.
Lead and manage the operational and strategic functions of the school office 
to provide an excellent and efficient administrative service to maximise the 
effective coordination of all academy support activities.

professional, work within our financial 
framework to provide strategic financial advice to SLT and the Local 
Governing Body. This will include developing budget models, monitoring and 

Governing Body on the in-year strategic financial position, three-year budget 
forecast, capital and other grant expenditure and any trading operations of 
the academy.
Oversee the administration of the Human Resources service within the 
school, including the issue of Statements of Written Particulars, and 
maintenance of HR, payroll and pension records, to ensure that staff are 
correctly contracted, paid and advised of HR matters.
Act in the role of GDPR & Cyber lead for the academy to ensure compliance 

tection policy and insurance policies
Lead, motivate, develop and train academy office staff and / or other non-
teaching staff to ensure their effective deployment for the benefit of the 
school.
Liaise with contractors/suppliers concerning the ordering of goods and supply 
of services to the school. Monitor the service provided to ensure the optimum 
use of resources and best value.
Oversee the maintenance of pupil records, including registration, admission 
and transfer procedures and associated statistical analysis for the Principal, 
Trust, ESFA and DfE returns to meet management and statutory 
requirements.
Monitor, coordinate and implement arrangements for the care, maintenance 
and improvement of buildings, technology, equipment and grounds in 
consultation with the Health and Safety Representative to ensure the Health 
and Safety of the school community is safeguarded.
Undertake professional development as needed to ensure skills and 
knowledge are current and relevant to the role and play an active part in the

.
Attend relevant governing body and other professional meetings to report 

Headteacher.



Person Specification 

 

Knowledge and or Experience Essential Desirable 

  Experience in a senior or middle management position in 

Education, the public or private sector in administration finance 

and/or human resources 

  

  Knowledge and experience of financial and budget 

management procedures and systems 

  

  Knowledge and experience of management and administrative 

procedures 

  

  Adept at using Microsoft Excel 

 Knowledge and experience of Access Finance & Budgeting, 

SIMs and/or Civica HR 

 

 

 

 

  Knowledge and experience of personnel management 

 Knowledge of management information systems, database and 

spreadsheet applications 

 

 

 

 

 

  Knowledge of accessing and returning statistical information 

required by ESFA, the DfE or similar bodies 

  

  Knowledge of relevant legislation (e.g. Equal Opportunities, 

Health & Safety, Data Protection) 

  

  Recognised financial/accountancy qualification and/or 

professional qualification to degree level or equivalent 

  

Skills/Abilities:  Interpersonal Essential Desirable 

 The School Business Manager should be able to:   

  analyse information and communicate effectively both orally 

and in writing with governors, pupils, staff, parents and outside 

bodies 

  

  demonstrate leadership skills and be able to motivate and 

encourage teamwork 

  

  negotiate and consult effectively   

  direct, prioritise, plan and co-ordinate the work of others   

  build, support and work as part of a high performing team   



Person Specification 

 

  be approachable and flexible   

  develop good relations with staff and other stakeholders   

  devolve responsibilities, delegate tasks and monitor outcomes   

  seek advice and support when necessary   

  deal sensitively with people, find solutions and resolve conflicts   

  use appropriate leadership styles in different situations and 

appreciate their impact 

  

Skills/Abilities: Other Essential Desirable 

The School Business Manager should also:   

  have good decision-making skills, after collecting and weighing 

up evidence 

  

  have a high level of ICT skills, in particular the ability to use 

Microsoft Office software 

  

  be able to develop innovative practice   

  have good organisation and planning skills   

  be able to manage a range of priorities and prioritise responses   

  have proven experience in a management role   

  have experience of change management   

Attributes Essential Desirable 

  Flexibility and a willingness to adapt to changing circumstances   

  Resilience, enthusiasm, energy and vigour   

  Honesty, reliability, integrity and commitment   

  Intellectual ability   

  A sense of humour and perspective   

  A commitment to their own professional development and a 

willingness to undertake further training 

 

  



Person Specification 

 

Essential Desirable 

Equal Opportunities Essential Desirable 

 

 

 Awareness, understanding and commitment to the pursuit of 

equal opportunity, anti-racism and in the terms of service and 

delivery and employment practice 

  

 

  Awareness and knowledge of disability discrimination policy   

  A willingness to share expertise with colleagues and positively 

assist their development 

  

Work Related Circumstances Essential Desirable 

 

 

 Be willing to undertake further training and development, as 

necessary in order to enhance service delivery 

  

  Willingness to share information and expertise with other staff   

  

 
 

Candidates will be expected to outline their suitability for the role, aligned to both the job description and  
person specification via their letter of application. The interview process will be designed to offer candidates further 
opportunities to share and expand on their skills and experience. Shortlisted candidates will be  
required to provide evidence of their qualifications at interview and any offer of employment will be on receipt 
of acceptable references. The school may choose to make social media checks on shortlisted candidates, in line with 
Keeping Children Safe in Education 2024 (KCSiE 24) guidance.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Cheshire Academies Trust, Kelsall Primary School. Flat Lane, Kelsall, Cheshire CW6 0PU

How to apply

Please read our job description and person specification closely. If you think you may be the candidate we are 
looking for and would like further information, for an informal discussion, please contact Claire Callaghan on 
email at clairecallaghan@cheshireacademiestrust.co.uk

We would like to offer all potential candidates the opportunity to visit our school and find out more about the 
role. Visits will take place by appointment, please contact the school directly to make an appointment on 0151 
652 3014 or email schooloffice@woodchurchroad.wirral.sch.uk

Interested candidates are invited to submit an application through MyNewTerm website our online portal, 
outlining your suitability for the role and how you would contribute to the success of Woodchurch Road 
Academy. Further details of deadlines and other information can be found on the School and Cheshire 
Academies Trust websites.

https://mynewterm.com/jobs/150119/EDV-2025-WRA-89349

Cheshire Academies Trust Academies are committed to safeguarding and promoting the welfare of children and 
young people and expect all staff, volunteers and other third parties to share this commitment. Safer 
recruitment practice and pre-employment background checks will be undertaken before any appointment is 
confirmed. This includes a request for references, prior to interview. Shortlisted candidates are expected to 
provide evidence of qualifications at interview and a satisfactory, enhanced DBS check will be undertaken before 
final confirmation to the successful candidate.

We warmly welcome applications from every suitably qualified member of our local community. We regret that 
we are unable to provide feedback on the shortlisting process. If we have not been in touch with you by 10th
February 2025 then, unfortunately, your application has been unsuccessful on this occasion.

Closing Date: Thursday 6th February 2025

Interviews: Thursday 13th February 2025


