

	Role Title                                                  
	School Business Manager

	Band
	PO3 to P07 dependent upon experience

	Job Reference
	

	School
	Meadowside

	Main Purpose of the Role

	The School Business Manager is a leading professional in the school, accountable to the Head Teacher.  They will serve on the School’s Senior Leadership Team. They will be instrumental in developing and supporting the strategic management of the school and in providing vision, leadership and direction for the school.  
The School Business Manager promotes the highest standards of business ethos within the administrative, financial, HR, premises and H&S functions of the school and strategically ensures the most effective use of resources in support of the school’s learning objectives. 
They will provide professional leadership to and management of the administration staff and
 premises staff. To act as professional and financial adviser to the Head Teacher and Governors.
· Preparation of financial forecasts and budget monitoring.
· To be a pro-active member of the school's senior leadership team.
· Ensure tight financial rules are adhered to by all staff.
· To be a strategic lead for non-curriculum functions across the whole school
· Accountable for the efficient management of School Finances, Human Resources, Estate Management and Health and Safety.
· Line/performance management of staff
· Developing collaborative partnerships with other schools and organisations




	Core Responsibilities and Tasks

	Leadership & Strategy
1. Attend Senior Management/Leadership Team, Full Governing Body and appropriate Governors’ sub-committee meetings.
2. Negotiate and influence strategic decision making within the schools Senior Management/Leadership Teams.
3. In the absence of the Head Teacher, take responsibility for Financial and other decisions.
4. To lead and manage all administration and premises staff.
5. Ensure the school makes the best possible and sustainable use of resources through effective strategic planning, including consideration of all financial implications. 
6. Understand the effects and implications of government policies, legislation and directives through attending LA briefings/other relevant networks and ensuring that professional advice is sought, where appropriate.
7. Advise the Head Teacher and Governing Board on the development of a disaster recovery strategy to include a detailed plan.
8. Negotiate, manage and monitor contracts, tenders and agreements ensuring ‘best value’ at all times.
9. To act as the school representative when dealing with complex situations with contractors and members of the public
10. Collaborating and sharing of best practice within school and with other schools & organisations
11. Effective participation in the School’s Self-Review, Performance Management/Staff Review and School Improvement Plan procedures
12. To contribute to the strategy for marketing - the school’s website and communications apps are constantly under review to maximise good publicity for the school
13. Plan and manage change in accordance with the school’s development/strategic plans  
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Financial Management

14. Report to Governors’ Finance committee on all aspects of financial management
15. Evaluate information and consult with the SLT and Governors to prepare a realistic and balanced budget including clear forecasts for future budgets
16. Submit the proposed budget to the Head Teacher and Governors for approval
17. Appropriately manage budgets 
18. Ensure that administrative staff, budget holders, Governors etc. are effective in managing and      monitoring budgets and payroll in line with SFVS in liaison with the Data Manager/Clerk to Governors
19. To manage and evaluate service level agreements and keep such contracts under review by comparison with alternative providers
20. To negotiate, manage and monitor contracts, tenders and agreements for the provision of support services and explore cost saving initiatives
21. To oversee the school’s licences and insurance policies in all forms including arrangements for their review
22.  To have overall responsibility for the preparation and submission of all financial returns to the LA and other relevant bodies
23. Propose revisions to the budget in response to significant or unforeseen developments
24. Provide ongoing budgetary information to the SLT and Governors
25. Systematically monitor and maintain systems and procedures that ensure financial transactions are  recorded and reported accurately, and that all financial controls are operating effectively
26. Working with the Data Manager to monitor all accounting procedures and resolve any problems, including:
a. Ordering, processing and payment for all goods and services provided to the school
b. Operation of all bank accounts, ensuring that a full reconciliation is undertaken
c. Maintaining an assets register
d. Preparation of invoices and collection of fees and other dues, taking legal action where necessary to recover bad debts
27. Working with the Data Manager and Clerk to Governing Body to ensure the schools meet all aspects of     the SFVS and reviewing and updating all financial policies and procedures in line with LA guidelines for ratification by Finance Committee
28. Identify additional finance required to fund the school’s proposed activities
29. Present timely, fully costed proposals, recommendations or bids as appropriate
30. Be responsible for the effective management of the financial administration procedures, including responsibility for compliance with financial regulations

Administration Management

31. Lead the whole school administration function and support administrative staff
32. Design, maintain review and improve administrative systems that deliver outcomes based on the school’s aims and goals
33.  Manage systems and link processes that interact across the school to form complete systems-such as IT, online resourcing, subscription, licencing 
34. Use data analysis, evaluation and reporting systems to maximum effect by ensuring systems are streamlined to maximise efficiency and avoid duplication
35. Benchmark systems and information to assess trends and make appropriate recommendations
36. Prepare information for publication and returns for the DFE, LA and other agencies   and stakeholders within statutory guidelines
37. Oversee the maintenance of accurate pupil records in liaison with the Data Manager
38. Be responsible for obtaining the necessary licences and permissions and ensuring their relevance and timeliness
39. Monitor, assess and review contractual obligations for outsourced school services

Management Information Systems & ICT

40. Establish and maintain an overview of existing technology to enhance the business systems and consider future plans to introduce or replace
41. Consult with relevant people and other parties to introduce new technology or improve existing technology for different purposes across the site
42. Communicate the strategy and relevant policies, including Data Protection and GDPR for use of technology across the school in liaison with the school’s DPO
43. Ensure contingency plans are in place in the case of technology failure-disaster recovery policy is in place 
44. Ensure data collection systems providing information to stakeholders are streamlined to maximise efficiency of the data supplied
45. Ensure all data in the MIS systems is accurate and up to date in liaison with the Data Manager

HR Management

46. Be responsible for ensuring that office systems are effective in managing general personnel matters including employment clearance for new staff, liaison with LA for the issuing contracts of employment and managing effective induction of new staff within the office
47. Advise governors on protocols and procedures concerned with the assessment of salaries, expenses, sickness and maternity procedures, redundancy and other matters of dismissal
48. Seek and make use of specialist expertise in relation to HR issues
49. Together with the Head Teacher, employ effective employee relations strategies for all to ensure the overall wellbeing of staff and provide a safe working environment free from discrimination and    harassment.  This would include resolving any employee queries or complaints
50. Overseeing the maintenance of all staff contracts; monthly payroll submission; coordination of teacher    and support staff recruitment; DBS and medical checks; annual salary verification letters and      maintenance of the personnel database (SIMS) and confidential files including single central records in liaison with the Data Manager
51. Recruitment of direct reports and overall responsibility for the processes related to recruitment within the school
52. Line management and performance manage the administration and premises staff ensuring they are supported, motivated and developed
53. To support the Head Teacher in strategically planning for future staffing needs, reviewing organisational structures, assist with staff training & development, the development of performance management systems & reviewing budget implications
54. Contribute to managing all staff sickness absence and implementing school policies and procedures
55. To ensure that all staff details are secure as agreed with the Data Protection Agency
56. Be responsible for ensuring the Single Central Record is maintained and compliant in liaison with the Data Manager
57. Ensure that all recruitment, appraisal, staff development, grievance, disciplinary and redundancy policies and procedures comply with legal and regulatory requirements

 Health and Safety and Estates Management

58. To provide strategic direction and manage health and safety and estate and facilities functions within the school
59. Lead and report on health and safety issues, audit visits and fire inspections, responsible for fire and emergency evacuation/lockdown drills, site inspections, liaising with health and safety officers and for ensuring the implementation of an independent fire risk assessment
60. To contribute to the strategy for management of the maintenance, refurbishment and development of the school premises and grounds
61. Work with the Site Manager to manage the maintenance of the school site, including the purchase and repair of all furniture and fittings and the preparation of maintenance schedules
62. To strategically oversee the negotiation, evaluation and management of contracts for works and services to the site
63. To oversee the priorities of work around the site in accordance with the School Improvement Plan
64. To lead on a rolling programme of refurbishment works within budgetary constraints
65.  Lead regular site and premises progress reports and ensure that any recommendations are made to the Head Teacher and the Governors’ Finance committee
66. To contribute to the co-ordination and management of work and communication with architects, contractors and council officers with regard to the maintenance, refurbishment and development of the site
67. To retain expert knowledge and understanding of the main health and safety issues specific to the school and how they relate to pupils, staff, visitors, contractors and lettings to outside organisations
68. To formulate, monitor and implement the school’s Health and Safety Policy to comply with the requirements of Health and Safety at Work Act and other legislation, accessing WESCOM/specialist H&S SLA provider for latest updates to implement across the school together with the Head Teacher.
69. Support the Site Manager to ensure the continuing availability of utilities, site services, grounds maintenance and equipment.
70. To know the elements of a comprehensive disaster and recovery plan and operate the elements linked to Business Manager’s areas of responsibility
71. Review and update the Business Continuity Plan for approval by governors annually.
72. To be a key holder 

Income Generation

73. Promotion and extension of the use of the site as a method of maximising generating income
74. Manage the letting of the school premises to external organisations ensuring all potential risks have been addressed and that there is regular monitoring of leasing arrangements and contracts
75. Maximise income generation through fundraising, bid & grant applications in order to secure funds for school projects, extra- curricular activities & additional resources 
76. Secure bid based competitive funds and organise tenders for Capital funding for premises improvements.
77. Promote the schools to different audiences and raise the profile within the local community

Additional Information
Safeguarding
Post holder will be subject to enhanced DBS check and;
· be fully aware of and understand the duties and responsibilities arising from the Children’s Act 2004 and Working Together in relation to child protection and safeguarding children and young people
· to ensure that the Head Teacher is made aware and kept fully informed of any concerns which they may have in relation to safeguarding and / or child protection
Please Note:
This job description is intended to be a broad outline of duties and is not intended to be exhaustive. The post holder will be expected to take on other duties and responsibilities commensurate with the grade of the post as directed by the Head Teacher.

	








