School Business Manager

Grade: M1 37hrs per week (Term Time + 4 weeks)

Main purpose

Responsible for the planning, development, and delivery of the support function for the school and
management of the school finances.

Key Responsibilities

Responsible for business and financial management of school resources

Manage the schools support function through planning, developing, designing and monitoring
support systems and procedures including; Administration, Finance, HR, and facilities management
including Health & Safety (H&S)

Contribute to the development of training programmes / learning opportunities and mentoring for
support staff, including line and performance management of direct reports

Management of facilities, including premises, lettings and liaising with external contractors; line
management of Caretaker

Arrange provision, analysis and evaluation of financial data and statutory reports and information to
the Senior Leadership Team, the Governing Body and outside agencies

Manage the procurement process in conjunction with SLT members, including monitoring of service
contracts, licences and insurance

Be responsible for H&S issues within school and how they impact on pupils, staff and visitors
Management of school attendance as the SLT Attendance Champion as required by the DfE

Re responsible for the Single Central Register as a Safer Recruitment Lead with the Headteacher.

Individuails in this role may also undertake some or all of the following:

Assist the Headteacher and governing body with income generation activities and in promoting
and marketing the school

Provide support, advice and guidance on administrative issues to senior staff, governing body and
others

Liaise with other staff, school families and external agencies

Contribute to marketing and promotion of the school

Manage lettings and the use of premises for the use of outside organisations and local community
Coordinate, purchase, repair and maintenance of furniture and fittings

Responsible for effective operation of payroll system.

The duties and responsibilities listed above describe the post as it is at present. The post holder is expected
to accept any reasonable alterations that may from fime to time be necessary.

Job Context

The job holder is responsible for all of the school’s business and administration functions

Work will be mostly defined by the operational management of the school but on occasion might
be generated by senior and middle managers and by family and governor enquiries

The requirements of government and other external bodies, including the LA, will be routinely
managed by the jobholder

Knowledge, Skills & Abilities

Significant experience in administrative/ finance roles

Working at or towards national occupational standards (NOS) in business and administration and
knowledge/skills equivalent to current national qualifications level 4 or having or willing to work
towards the Certificate of School Business Management (CSBM). Tier 2 of the ISBL professional
standards

Knowledge of business and administration management, across a range of activities, such as
finance, procurement, administration and staff management, acquired through experience
Analytical skills for business and financial management of school resources over the medium term,
involving a range of complex issues, situations and problems.



Supervision

Contributes to policies and initiatives and makes budget recommendations with implications for the
whole school. Manages some groups of school support staff making decisions in relation to the
delivery of a range of functions

Line management responsibility for some support staff groups (currently the Administration Assistant,
Caretaker and a team of 3 Cleaners)

Problems, Demands & Decisions

Business and financial management of school resources over the medium term, involving a range of
complex issues, situations and problems

Medium periods of concentration for meetings, reports, analysis; Management work may be
interrupted, and this may require a switch from one activity to another

Negotiations with suppliers & deals with sensitive issues e.g., confracts, HR.

Dimensions

Budget management and income generation responsibilities

Manage the procurement process, may prepare and submit bids for funding.

May manage a number of small budgets of their own admin, premises etc. up to ¢ £10,000.

Will have responsibility for monitoring the whole school budget with the Headteacher

The post holder makes budget recommendations with implications for the whole school, which are
subject to approval by the Headteacher and/ or governors in line with the schemes of delegation
applicable to the setting

Will typically supervise/ manage up to 6 roles with grades ranging from H1 to HS5.

Will be issued with a range of ICT equipment to facilitate undertaken the work of the post

The work area that the post holder leads on involves a range of systems, records management and
databases.

Physical Effort

Requires normal physical effort, with a mixture of sitting, walking and carrying minor loads.

Working Environment

Work is normally carried out in an office environment
Exposure to emotionally demanding situations is infrequent



