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Barnston Primary School
Business Manager

	Job Title
	Business Manager

	Required by
	Barnston Primary School

	Reports to
	Lynsey Thompson-Broom - Headteacher

	Hours of work
	21 hours per week – Three Days a week (flexible) 8:30 – 16.00, 30 minutes lunch

	Salary
	[bookmark: _GoBack]Band H

	Closing date
	12.02.2025

	Interview’s commencing
	24.02.2025




Key Role at Barnston Primary School

[bookmark: _Hlk129253854]This postholder will provide financial overview, financial strategy and procedure and policy management to the Headteacher and school including leading budget management.

	Job Purpose

	· To line manage the administration staff (2 staff)
· To be responsible for the administration of the LMS Financial Systems regarding income and expenditure across all budget headings, including balancing the monthly financial tabulations for all budget allocations.
· To be responsible for the preparation of all documents required by SFVS and Audit inspections.
· To manage the administration of other management systems affecting the school e.g. Inventory control, internal capitation control, petty cash and expenses, income, monitoring of energy consumption, security and banking of cash and preparation of financial returns.
· Maintaining and monitoring the school’s budgetary allocation and providing financial information as directed by/in liaison with, the Head and other members of the Management Team including:
· Working in liaison with Governors, Head or other members of the school management team in setting and apportionment of the Annual Budget for the coming year.
· Providing the school management team with a range of financial and budgetary information as required, ensuring that these do not exceed overall budgetary allocation.
· Responsibility for ensuring accurate monitoring of budgetary expenditure   throughout the year.
· Responsibility for compiling and returning statistical information as required for the LA, DfE, etc.
· Operating the school financial procedures in accordance with statutory guidelines, Financial regulations, School and Education Department Policy and Practice.
· Responsibility for the implementation and development of new and revised financial accounting systems.
· Responsibility for maintaining the computerised Financial System.
· Accurate recording of data relating to the ordering, scheduling, receipting and payment of goods and services, ensuring that financial deadlines are met.
· Input/output of data and production of associated reports.
· Monthly reconciliation of school accounting system to LA accounts including the detection and correction of errors.
· Managing the administration of income into the school budget.
· Understand the implications of the Data Protection Act and Other legislation to ensure confidentiality of records and information is maintained.
· Responsibility for school meals income
· Responsibility for establishing contacts with a variety of outside suppliers of goods or services, the receipting of goods and invoice processing.
· Responsibility for collecting and reconciling school monies and providing statistical information as required, administering free school meals lists and milk in schools scheme.
· Managing the petty cash account.
· Responsibility for the management and maintaining of the School Fund Account including banking and processing invoices and petty cash.
· Management of catering invoices.  Stock taking reports and invoices to go in computer system.
· Internal invoicing / virement of funds
· Responsibility for ensuring that an effective reception and switchboard service is provided.
· Liaising with staff for organising and payment of school visits, camps and extra-curricular activities and banking of money.
· Management of lettings administration and invoices for hire of the school premises.
· Undertaking any other duties which may reasonably be regarded as within the nature of the duties and responsibilities/grade of the post as defined, subject to the proviso that normally any changes of a permanent nature shall be incorporated into the job description in specific terms.
· Management of whole school policies: organisation, implementation and reviewing. 
· Responsibility for applying for grants to improve and secure school income. 
· Feeding back to Headteacher and Governing Board on a termly basis about finances. 
· To review budget and make saving as and where possible. 
· To improve use of budget. 




	[bookmark: _Hlk145593878]Essential Considerations When Working at Barnston Primary School

	To promote the ethos and mission of Barnston Primary School to be a school that supports children to: Thrive, learn, empower! 

	To ensure that we practice effective safeguarding procedures and keep our training up to date with an awareness of latest guidance published by Keeping Children Safe in Education (KCSiE)

	Ensure that we always promote inclusion and equality in our actions and professional duties

	Ensure that our actions and execution of our professional duties promote British values of:
· Democracy 
· Liberty
· Rule of Law
· Mutual respect
· Celebration of different cultures and religions

	· Ensure that you follow all relevant staff conduct policies

	Safeguarding

	Support school’s safeguarding culture and prioritise safety and well-being of children in our care at all times

	Value and respect the views and needs of children and young people

	Have up to date knowledge of relevant legislation and guidance in relation to working with, and the protection of, children and young people

	Display commitment to the protection and safeguarding of children and young people

	Work within organisational policies and procedures for safeguarding.  Includes guidance from Wirral 

	Ensure that you report any concerns including those regarding staff members to designated staff or in the case of the head teacher to the Chair of Governors

	Ensure that annual training is updated

	General

	Adhere to all school policies and procedures, particularly those in relation to:
· Safeguarding
· Equality and Inclusion
· Personnel and Human Resources
· Health and Safety
· Data Protection (UK GDPR)

	Participate in any performance-related appraisal arrangements made by the school

	Take responsibility for completing CPD and maintaining professional knowledge, skills and understanding

	Establish effective working relationships with colleagues and set a good example for pupils through a high level of professionalism

	Developing effective professional relationships with colleagues, knowing how and when to draw on advice and specialist support

	Ensure that all absences are reported following school’s absence reporting policies




All candidates must be aware of the safeguarding nature of this work.

The school is committed to safeguarding the welfare of children and expects all staff to share this commitment. 

This post is subject to an enhanced DBS check and satisfactory references.

All applicants will be considered on the basis of suitability for the post regardless of sex, race or disability.

The successful candidates will receive a full induction for their role including safeguarding awareness and practice.  

Our school promotes well-being in all staff and has committed to reducing workload.

We encourage staff to join trade associations (unions) and welcome positive input and feedback from trade associations. 

In line with Keeping Children Safe in Education, we will undertake general online searches for all shortlisted candidates, this may include social media and video platforms such as Facebook, Twitter, Instagram, Tik Tok and You Tube. Online searches will only examine data that is publicly available, and the aim is to identify any incidents or issues. Any areas of concern will be discussed during the interview process.



Personal Specification 

	
	Essential Attributes
	Desirable Attributes

	
Qualifications  
	· Degree or equivalent professional qualification or approximately 3 years financial / business management experience  
	

	Experience
	· Evidence of financial and administrative experience to support the day to day operation of an establishment with financial constraints
· Experience of managing change / implementing new systems and procedures
	· Ability to assist in the development of policies and implement new procedures in line with the needs of the school

	Knowledge and Skills
	· Excellent verbal and written communication skills appropriate to the audience such as colleagues, students and other professionals
· Proficient in Microsoft Word / Excel and Financial software packages
· Understanding of the annual financial cycle, cash flow and financial statistical summaries
· Good working knowledge and understanding of methods of ordering, contracts, purchasing and value for money
· Numeracy skills to undertake the financial duties of this post
· Excellent interpersonal skills with ability to work with issues of a confidential or sensitive nature
· Able to follow direction and work in collaboration with the senior leadership team
· Flexible approach to work, responsive to unplanned situations
· Ability to assess, identify & address areas of development for self/others
· Highly organised, meticulous with great attention to details
· 
	· Experience of using SIMS and FMS
· Knowledge of Parent Pay
· Understanding of Freedom of Information / Data Protection legislation
· Adaptability and ability to use initiative
· Commitment to improvement through professional development
· An up to date knowledge of the safeguarding responsibilities of all adults who work with young children.

	Special Requirement
	· Awareness and commitment to child protection
· Recognition and awareness of personal responsibility for Health &Safety 
· Commitment to the school’s ethos, aims and it’s whole community
· Ability to work as part of a team
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