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Cuffley Primary School
School Business Manager
Job Description
Location: Cuffley Primary School, Cuffley, EN6 4HN
Pay grade: H7
This post supports and promotes the smooth running of the school’s financial and operational functions.

Main purposes of the job

· To be directly responsible for the strategic and operational management of the school finances, premises maintenance and resources within the school
· To regularly report to the Headteacher and Governors to assist them in maintaining an effective and viable establishment
· To ensure the most effective use of resources in support of the school's learning objectives and school plan
· To ensure that the school’s financial procedures meet the requirements of all relevant financial regulations

Main responsibilities and tasks

Financial management

· Responsibility for the management of all bank accounts in accordance with Herts. financial regulations and school policy
· Use of RM Finance package to monitor expenditure and income, to ensure that financial records are maintained accurately; monthly reports to Governors highlighting under/overspends with explanations
· Use of FPS Web package to produce financial projections, budget models and five year plan linked to the school development plan  
· Production of annual budget pack for approval by GB and submission of budget to local authority.
· Completion of monthly, termly and year end procedures to Herts guidelines and timescales

· Follow correct procedures related to the ordering of materials, equipment etc. and the processing of invoices, ensuring value for money obtained

· Responsibility for the administration of the school fund account including banking and the preparation of accounts for the annual audit
· Liaison with hirers plus negotiation of rates

· Responsibility for invoicing of other schools/organisations re: reimbursements, services etc.
· Responsibility for the receipt, recording and banking of all monies on behalf of the school

· Responsibility for the effective management of day-to-day financial administration procedures. Plan, manage, monitor and control the school’s income and expenditure in consultation with the Headteacher
· Manage the ordering of supplies and equipment for the school.

· Find the best value for products through obtaining comparative quotes
· Complete annual benchmarking exercise for discussion with Headteacher and governors 
· Attend meetings with Headteacher and staff as required, to offer financial support and advice
Payroll Services

· Responsibility for effective operation of payroll systems and staff remuneration  and all aspects of payroll administration
· Be the first point of contact for all staff regarding payroll/pension queries and liaise with Serco payroll.
· Check and reconcile all salaries, additional hours’ payments, sick pay, and performance related increments.

Human Resources

· Provide advice and guidance to School Leadership Team/Governing Body on national and local guidelines.
· Complete all forms and correspondence following the appointment of new staff, and liaise with Serco HR and Payroll.
· Complete all forms regarding change in contracts, conditions, re-grading of jobs, resignations, and retirements
· Ensure all absence/sickness documentation is completed by staff

· Raise sickness/absence insurance claims for staff 
· Document casual/overtime payments for non-teaching staff
Governors
· Attend Finance and Premises committee meetings and provide explanations and reports 
· Undertake strategic financial planning and provide advice to the Headteacher and governors on effective use of resources, including any significant changes to budget income

·  Assist with preparation of SFVS for submission to local authority
Safeguarding

· Responsibility for accuracy and completeness of Single Central Record

· Maintenance of documentary safeguarding evidence to satisfy Herts. requirements
Premises
· Maintain records and complete returns to the LA regarding any Devolved Formula Capital Grant monies

· Maintain contract register and ensure that contracts are renewed/amended/cancelled where necessary
· Liaise with the cleaning contractors/in house cleaner re: daily requirements plus summer deep clean
· Organise contractors re: repairs and maintenance, servicing etc.
Other Duties
·  Manage the school’s administrative, site and catering staff
· Record/security mark/check  assets in accordance with LA regulations 
· Understand requirements for retention of records and arrange for files to be archived/destroyed in line with statutory regulations

· Maintain confidentiality and security of information at all times and be aware of the requirements of the Data Protection Act

· Manage and maintain up-to-date licences as required by the school
· Check costings of all school visits and residential trips

· Undertake any additional duties as assigned by the Headteacher
General

This job profile is a guide to the work that you will be required to undertake. It may be altered from time to time to meet changing circumstances. It does not form part of your contract of employment. It will be reviewed on an annual basis.
	Knowledge
· Financial accounting experience

· Budget setting/monitoring experience 

· Professional accountancy qualifications or equivalent and/or strong experience in Herts schools’ finance

· Computer literacy in Word and Excel

· Excellent numeracy and literacy skills (to at least GCSE Grade C or equivalent)

· Experience of leading and managing the work of others


	Desirable Competencies
· Ability to communicate well and with confidence (written and verbal)

· High level of organisation and accuracy 
· Ability to manage work to achieve results and meet deadlines

· Ability to work independently without supervision as well as part of a team
· Flexibility to respond to the demands of the role


This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974.  An enhanced disclosure will be sought through the DBS as part of Hertfordshire County Council’s pre-employment checks.  Please note that additional information referring to the Disclosure and barring Service is in the guidance notes to the application form.  If you are invited to an interview you will receive more information.

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 time to time be necessary.
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