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JOB DESCRIPTION 

SCHOOL BUSINESS MANAGER
Member of Staff:

Post Title:  School Business Manager
Grade: 8 
Responsible to: Headteacher

Main Purpose of the Post: 

· The School Business Manager is the school’s leading support staff professional and works as part of the Senior Leadership Team to assist the Head Teacher in her duty to ensure that the school meets its educational aims. 

· The School Business Manager is responsible for providing professional leadership and management of school support staff in partnership with teaching staff, to enhance their effectiveness in order to improve standards of learning and achievement in the school. 

· The School Business Manager promotes the highest standards of business ethos within the administrative function of the school and strategically ensures the most effective use of resources in support of the school’s development objectives. 

Main Duties and Responsibilities: (key duties and responsibilities of the post-holder):

· Business Development 

· General Administration 
· Financial Management 

· Human Resources Management 

· Premises Management 

· Health & Safety Management
· Extended Schools Activities
DUTIES AND RESPONSIBILITIES 

1. Business Development
· Work with the Senior Leadership Team (SLT) and wider staff representation to ensure that planning, development, design, organisation and monitoring of support service and whole school systems/procedures/policies are properly undertaken.
· Establish effective links across the school and collaborate with partners to identify and secure external / new funding sources. 
· Contribute to the development and implementation of the overall ethos/work/aims of the school. 
· Participate in training/development and other learning activities and performance development as required. 
· Be responsible for devising marketing and promotion strategies for the school, including the production of the school prospectus and promotional material. 

2. General Administration 

· Determine the need and arrange for the provision, analysis and evaluation of data and detailed reports/information.
· Be responsible for the design and implementation of effective administrative procedures. 

· Be responsible for the submission of relevant information to SLT, the Governing Body, SISG and outside agencies e.g. DFE. 

· Be responsible for the upkeep of the Single Central Record, including the administration of DBS checks and certificates.

3. Financial Management 

· Evaluate information and consult with the SLT and Governors to prepare and submit a realistic and balanced budget for school activity. 

· Use the agreed budget to actively monitor and control performance to achieve value for money.

· Provide routine and ad-hoc financial reports for the Headteacher, Governors and Trustees detailing budget position, highlighting any variance and take prompt corrective action.

· Be responsible for medium term planning, monitoring and evaluation of budget, including school bank accounts/funds, employee costs and petty cash.
· Ensure effective link between the school financial plan and the school development plan – necessary to achieving and maintaining the School Financial Value Statement (SFVS) and sustainable school improvement. 

· Identify the need for, select and manage resources, including management of resource budget. 

· Be responsible for the management of relevant areas of expenditure from the school budget. 

· Be responsible for the effective management of financial administration procedures, including responsibility for compliance with financial regulations, fair funding scheme, LA procedures and audit requirements. 

· Manage procurement of services.

· Identify additional finance required to fund the school’s proposed activities e.g. - grant applications, lettings etc.
· Ensure that all financial returns for the DFE/LA and other relevant agencies are prepared and in place. 

· Be responsible for securing all brokered and non-brokered services in accordance with the school’s Best Value statement and Brokered Services Matrix. 
· Report matters relating to premises (including costs and priorities for the future) to the Headteacher and Governors. 

· Identify the need, and be responsible for securing appropriate licences and insurance. 

· Monitor school inventories or resources and ensure these are appropriately managed. 

4. Human Resources Management 

· Liaise with payroll services for all school staff
· Be the main responsible person for the administration of recruitment to all positions – advertising vacancies and managing the application process. 
· Liaise with Headteacher on recruitment, performance management, appraisal and development for all support staff. 
· Assist the Headteacher in the implementation of Trust policies, procedures and guidance. 

· Be aware of and support difference and ensure equal opportunities for all. 

· Develop constructive relationships and communicate effectively with other agencies/professionals. 

· Ensure that all recruitment, appraisal, staff development, grievance, disciplinary and redundancy policies and procedures comply with legal and regulatory requirements. 

· Seek and make use of special expertise in relation to HR issues.
· Produce regular absence monitoring reports and hold absence review meetings with staff who hit triggers.
5. Premises Management 

· In conjunction with the Site Manager, provide effective liaison with external contractors/tendered services on site. 

· Promote energy conservation and environmentally friendly solutions to premises issues. 

· Agree with the Headteacher and Site Manager the priorities for the school for expending devolved capital. 

· In conjunction with the Site Manager ensure that named first aiders and fire wardens are effectively deployed. 

· Manage the letting of school premises to external organisations, for the development of the extended services and local community requirements. 

· Seek professional advice on insurances, advise the SLT on appropriate insurances for the school and implement and manage schemes accordingly.
· Monitor, assess and review contractual obligations for outsourced school services. 

· Ensure ancillary services e.g. catering, cleaning, etc., are monitored and managed effectively. 

6. Health & Safety Management
· Under the direction of the Headteacher, ensure reviews of and compliance with policies and procedures relating to health, safety and security, confidentiality and data protection, actioning all appropriate reporting requirements where necessary. 

· In liaison with the Site Manager, ensure that all records/files are maintained and up to date, including risk assessments, policies, procedures etc. in line with LA H&S audit requirements. 

· In liaison with the Site Manager, ensure all accident and emergency procedures are regularly reviewed and complete accident returns/reports where appropriate.
· Provide regular reports on H&S to the Headteacher and Governing Body.  

· Represent the Headteacher at meetings with the LA H&S Officer where appropriate 

7. Extended Schools Activities 

· Under the direction of the Headteacher, assist in the planning, co-ordination and management extended services and maximise income from these users. 

· Childcare facilities 

· After school activities 

· Liaison with specialist support services 

· Wider access facilities
· Act as a liaison officer for the school with ‘Out of Hours’ agencies and third party users. 

· Undertake any other duties, commensurate within the grade, at the discretion of the Headteacher 

· Be familiar and comply with all relevant Health and Safety, Operational, Personnel, Child Protection, Data Protection and Financial Regulations, policies and procedures. 

· Ensure equality of opportunity is afforded to all persons, both internal and external to the authority, actively seeking to eliminate any direct or indirect discriminatory practices/behaviour. 

Other:
1. To have professional regard for the ethos, policies and practices of the school in which you                work, and maintain high standards in your own attendance and punctuality.

2. Perform any reasonable duties as requested by the Headteacher.

3. Take a personal responsibility and engage in own continuing professional development (CPD) 

Special Conditions:
The post holder will be subject to an enhanced DBS disclosure and suitability check to satisfy child protection requirements. The post is exempt from the provisions of the Rehabilitation of Offenders Act and all convictions or cautions must be declared. 

This Job Description may be amended at any time, according to the changing priorities of the school as identified within the school’s strategic plan and in consultation with the post holder. 

Signed ____________________________________ (Post Holder/Business Manager)

Signed ___________________________________ (Headteacher)

Date _____________________________________
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