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School Business Manager
Job Description
Salary: dependent upon experience
Hours: negotiable
Contract type: permanent
Reporting to: Governors and Headteachers
Main Purpose
[bookmark: _GoBack]The school business manager (SBM) is responsible for managing the strategy and operation of the business functions of our school, including financial management, health and safety, human resources, compliances and administration.
They will advise on and implement the day-to-day support that enables the school to operate effectively and efficiently and that allows other members of the school to focus on teaching and learning.
Duties and responsibilities
Leadership and strategy
· Under the direction of the headteacher, lead on all financial matters in school, to ensure the school’s successful financial performance a nd to ensure financial decisions are clearly linked to the school’s strategic goals
· As a member of the leadership team, attend all leadership team meetings and report to governors and attend Governing Body meetings when requested
· Implement school-wide changes and allocate resources in line with the school improvement plan, putting policies and procedures in place and communicating them to staff
· Take all decisions in line with the Christian vision and values of the school, and encourage others to do the same 
· Implement a marketing plan for the school which utilises the school website, signage, the prospectus and communications with current and prospective parents
· Monitor developments in technology and consider how it can be used to enhance the school’s business processes, teaching and learning, and staff well-being
· Be responsible for updating the Single Central Record and ensuring that all DBS documents, including employment documents, are kept up to date
· Ensure all safeguarding policies and procedures meet the statutory requirements
· Help the school to fulfil all requirements for GDPR compliance
· Provide continuity and confidentiality between the two schools when formalising any collaboration
Financial management and fundraising
· In partnership with the headteacher, manage the school’s budget and ensure it is balanced, realistic, and represents an effective use of public funds
· Submit the budget to the Governing body
· Monitor the budget all year round, advising the headteacher where revisions or changes are needed
· Forecast future years’ budgets, based on the school’s estimated funding and trends in expenditure, to enable the headteacher to make strategic, long-term decisions
· Comply with financial reporting requirements and submit statutory returns
· Oversee school bank accounts on a day-to-day basis, ensuring money is banked, invoices are paid promptly, money is collected, and clear records are kept
· Develop and implement the school’s fundraising and income generation strategy, choosing fundraising priorities in line with the school improvement plan
· Find and apply for grants and write business cases
· Lead on procurement processes, managing tenders where appropriate, conducting due diligence, benchmarking and evaluating suppliers, negotiating deals and ensuring value for money
· Monitor all insurance policies with a view to achieve cost effectiveness
· Monitor service contracts and school licenses
· Keep records of Pupil Premium and Sports Premium expenditure and provide regular reports of how this money is allocated
· Operate bespoke school information systems entering income and expenditure
· Be accountable for the school’s financial and payroll systems, ensuring that all aspects of these systems are managed in accordance with agreed policies, timetables and tax regulations
· Monitor capital expenditure on buildings, grounds and IT; supporting with the placing of contracts and appointment and project management of contractors
· Support subject leaders with financial procedures, training and management information to enable them to monitor and control their budgets effectively
· Support governors in their preparation of finance reports
Human Resources
· Manage the school’s payroll provsion with the payroll provider
· Advise on HR issues within the school and liaise with the external HR provider
· With the headteacher conduct reviews of the school’s staffing structure to ensure effective deployment of staff and financial efficiency
· Manage HR matters liaising with senior leadership on procedure and practice to ensure compliance with employment legislation and school policies, e.g. recruitment, discipline and grievance, absence management, contractual/pay matters
Premises
· Manage the premises staff and all the external agencies to ensure proper security, heating, cleaning, maintenance and repair of the school buildings and all associated furniture, equipment and fittings are carried out and progress sustained
· Assist with the planning and preparation of any building work; e.g. assisting in the preparation of outlining specifications, obtaining tenders, liaising with architects/project managers/sponsors, and ensuring that the build programme is carried out according to the budget and agreed plans as necessary. This may include asbestos management
· Maintenance of the school Asset Management Plan/Premises Plan
Health and Safety
· With the headteacher and governors, supervise the maintenance of the school site
· Manage the school’s compliance with health and safety regulations, and put in place processes and procedures to ensure the safety of all in the school, including the Emergency Response Plan
· Organise health and safety training for staff
· As the school’s health and safety lead officer, ensure compliance with all health and safety requirements (e.g. electrical testing, annual health and saftey checks, fire alarm checks) including clear communication to all staff and pupils as well as recording and reporting health and safety matters to senior leaders, governors and other agencies as required
· Act as the school’s lead fire officer, ensure emergency procedures are current; plan, instigate and maintain records of fire safety practices and alarm tests in liaison with the headteacher
Compliance
· Manage the school’s compliance with statutory obligations, and advise others on the relevant legal, regulatory and ethical requirements
· Track all school policies and ensure they are updated in accordance with the policy review schedule
Administration
· Keep records in accordance with the school’s record retention schedule and data protection law (GDPR), ensuring information security and confidentiality at all times
· Support the data protection officer with ensuring data protection compliance and helping the school community understand how to comply with data protection law
· Ensure school documentation for the headteacher and Governing Body (e.g. letters, reports, policies, plans and surveys) are prepared in a timely manner and completed to a high professional standard
· To undertake other duties and responsibilities as is reasonably directed by the headteacher
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