JOB DESCRIPTION: School Business Manager
	Job Title:
	School Business Manager (SBM)

	Salary / Grade:
	SCP 25–28 

	Working Pattern:
	36 hours,  Time Plus 2 Weeks

	Accountable / Reports To:
	Headteacher, working closely with the Trust CFOO.

	Line Management Of:
	Office Staff, Midday Supervisors, Site Manager/Caretaker, and Cleaners 

	Location:
	Hoylake Holy Trinity CE Primary School



Job Purpose
1. The School Business Manager is responsible for the overall operational management of Catering Provision, Financial Resource Management, Administration Management, Management Information, Human Resource Management, Facility & Property Management, and Health & Safety Management of the school. 
2. The SBM is the school’s leading non-teaching support staff professional, working closely with the Senior Leadership Team (SLT) to assist the Headteacher in ensuring the school meets its educational aims. 
3. Provides professional leadership and management of all school non-teaching support staff. 
4. Promotes the highest standards of business ethos within the administrative function and strategically ensures the most effective use of resources in support of the school’s learning objectives and Trust standards. 

Specific Duties & Responsibilities
1. Leadership & Strategy
· Work closely with the Senior Leadership Team (SLT) to drive the strategic development and day-to-day operations of non-teaching functions.
· Contribute to the development of the school’s values and vision, communicating these clearly and enthusiastically to all staff and stakeholders. 
· Lead, manage, and motivate all school non-teaching support staff, including overseeing line managed staff performance management. 
· Ensure staff are briefed on allocated work, showing how it fits within the school and MAT strategic objectives. 
· Encourage, empower, and support staff during times of setback and change. 
· Responsible for the content and submission of relevant operational and business reports to the Headteacher, SLT, and Local Governing Body (LGB), attending meetings as required. 
· Assist in devising effective marketing and promotion strategies for the school, including the organisation of events and open days. 
· Safeguard the assets, reputation, and confidentiality of the school and Trust. 
2. Financial Resource Management (in alignment with MAT Central Finance)
· Work with the MAT central finance team to ensure all statutory and DfE financial reporting requirements are met by required deadlines. 
· Maintain accurate local accounting records using the Trust’s designated financial management systems, ensuring internal controls and Trust financial policies are strictly followed. 
· Responsible for processing supplier payments in line with Trust financial procedures.
· Responsible for the accurate recording and reconciliation of income.
· Responsible for the reconciliation of the school bank account in accordance with Trust timetables.
· Evaluate financial information and consult with the Headteacher and Governors/Trust CFOO to prepare a realistic, balanced operational budget. 
· Actively monitor and control local budget performance to achieve value for money, identifying causes of significant variance and taking prompt corrective action. 
· Advise the Headteacher and MAT CFOO immediately if fraudulent activities are suspected or uncovered. 
· Maximise school income through lettings and actively explore local funding and grant opportunities. 
· Develop work specifications, monitor the quality of work, and manage local service contracts.
· Keep the school asset register and inventory up-to-date in conjunction with the Site Manager/Caretaker. 
3. Administration & Information Management
· Manage the whole school administrative function and lead support staff. 
· Oversee the school Management Information System (MIS), ensuring data integrity, accurate census returns, and robust pupil records.
· Establish, review, and streamline administrative systems to maximise efficiency, reduce duplication, and utilise data analysis. 
· Prepare and check accurate returns and information for publications required by the DfE, Trust, and external agencies within statutory guidelines. 
· Oversee the management of the school website, ensuring mandatory statutory information is kept fully updated. 
· Ensure all school handbooks, prospectuses, booklets for parents, and stationery are updated systematically. 
4. Human Resource Management & Safeguarding Compliance
· Responsible for the induction and mentoring of line managed non-teaching support staff. 
· Oversee site-level recruitment processes (producing job descriptions, advertisements, seeking references, medical clearances) in line with Trust HR policies and Safer Recruitment standards. 
· Single Central Record (SCR): Responsible for processing, recording, and monitoring all DBS checks and related ID checks for staff and volunteers, ensuring the local Single Central Record is maintained in full compliance with statutory requirements and Trust directives. 
· Maintain accurate personnel records, including sickness and absence data, ensuring timely transmission to the central Trust HR and Payroll services. 
· Consult with central MAT HR specialists to access expert advice on conditions of service, employment law, and formal HR procedures (grievances, disciplinary action, capability). 
5. Facility, Property & Health & Safety Management
· Act as the school’s Health and Safety Co-ordinator and Fire Officer, ensuring a safe, secure environment for pupils, staff, and visitors. 
· Ensure the Trust’s written Health & Safety Policy is clearly communicated, implemented, and regularly reviewed. 
· Establish systems for hazard identification, risk assessments, and the effective monitoring/reporting of H&S issues to the SLT, Governors, and Trust team. 
· Ensure the safe maintenance, physical security, utilities, and continuous operational readiness of the school premises and site. 
· Oversee site maintenance, including the purchase and repair of furniture and fittings. 
· Monitor on-site contractors, ensuring they follow safety instructions, meet quality standards, and adhere to contractual obligations. 
· Manage external lettings of school premises to support community engagement and extended services. 
· Liaise with the Trust team regarding appropriate school insurance coverage and claims handling. 
6. General Professional Responsibilities
· Strictly follow and enforce agreed school and Trust safeguarding procedures regarding the safety of people on site and building security. 
· Maintain professional awareness of emerging systems and statutory changes through regular continuous professional development (CPD) and training courses. 
· Carry out any other duties commensurate with the grade of the post as reasonably required by the Headteacher or Trust Executive Team. 
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	Category
	Essential Criteria
	Desirable Criteria
	Assessment Method

	Qualifications & Professional Development
	• Relevant professional qualification in school business management (e.g., CSBM/DSBM/Level 4+ Diploma in School Business Management) or an equivalent qualification/degree in business administration, finance, or HR.
 English and Maths GCSE or equivalent (Grade C or above)
• Evidence of continuous professional development (CPD) relevant to business, finance, or educational management.
	• Safer Recruitment training certification.
• First Aid or Health & Safety qualification (e.g., IOSH).
	Application Form / Certificates

	Experience
	• Proven experience in financial management, including budget preparation, monitoring, reconciliation, and financial reporting.
• Successful track record of leading, managing, and motivating a diverse team of non-teaching/support staff.
• Experience in human resources administration, maintaining personnel records, and overseeing recruitment processes.

	• Experience working within an educational setting, multi-academy trust (MAT), or public sector body.
• Experience utilising school-specific Management Information Systems and cloud-based financial management software.
• Experience in income generation, securing grants, or managing premises lettings.
• Experience maintaining, managing, and auditing the Single Central Record (SCR) in compliance with statutory safeguarding standards.

Experience in facility and property management, including contract management, risk assessment, and overseeing Health & Safety/fire safety procedures.
	Application Form / Interview / References/Task

	Knowledge & Understanding
	• Sound knowledge of statutory financial regulations, internal controls, and value-for-money principles.
• Thorough understanding of Health & Safety, hazard identification, and site risk management procedures.
• Comprehensive understanding of Safer Recruitment principles and statutory safeguarding requirements.
• Knowledge of general HR procedures, payroll/sickness record-keeping, and conditions of service.
	• Understanding of Multi-Academy Trust (MAT) structures and central service collaboration models.
	Application Form / Interview

	Skills & Abilities
	• Strong leadership, interpersonal, and team management skills, with the ability to inspire, mentor, and support staff through change.
• Excellent analytical and numerical skills to evaluate financial data, identify variances, and compile accurate reports.
• Exceptional organisational skills, with the ability to prioritise heavy workloads, manage competing deadlines, and maintain meticulous attention to detail.
• Strong IT literacy, including advanced skills in Microsoft Office (Excel, Word), Google and database management software.
• Outstanding written and verbal communication skills, with the ability to present reports to Governors, Trust leaders, and external bodies clearly.
• Ability to build positive, professional relationships with internal colleagues, external contractors, parents, and community partners.
	N/A
	Application Form / Interview / Task

	Personal Attributes
	• High integrity, discretion, and absolute commitment to maintaining confidentiality and safeguarding school assets and data.
• Adaptable, resilient, and resourceful approach to problem-solving, remaining calm under pressure.
• Proactive, self-motivated mindset with a commitment to continuous improvement and high operational standards.
• Full commitment to promoting and supporting the school’s ethos, values, vision, and safeguarding policies.
Willingness to be flexible and to work flexible hours when necessary.
	N/A
	Application Form / Interview / References



