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JOB DESCRIPTION

Post Held:             Business Manager
Name:                   TBC
Responsible to:     The Head Teacher
Salary Scale:         M1
Effective from:       July 2019


Purpose of the Role:
Manage the planning, development and delivery of the business management functions within the academy following the regulations laid down in the Academies Financial handbook. The business functions are Financial Resource Management/Administration Management/Human Resource Management/Facility & Property Management/ Health & Safety Management.
The post holder would be a member of the senior leadership and work as an equivalent to an Assistant Headteacher.
Responsibilities:
· Responsible for the management, deployment and delivery of business management functions within the academy
· Responsible for the financial management of academy resources including working with the Headteacher in budget planning and forecasting
· To liaise with the auditors to ensure the approved budget is submitted to the Education Funding Agency and Companies House as necessary and within the required timescales
· Responsible for the creation and implementation of recruitment, induction, training and mentoring systems for all business management staff
· Administration and monitoring of the Continuing Professional Development log for all school staff
· Appoint, line Manage and performance appraise the academy caretaker
· Work with senior leadership colleagues to lead and/or manage change in accordance with the School Development Plan and other strategic plans
· Responsible for the development of H&S within the academy in collaboration with the head teacher
· Responsible for the management of facilities, including refurbishment, statutory compliance and income generated through premises
· Responsible for the development and implementation of business management related policies
· Negotiate, manage and monitor contracts and services on behalf of the school
· Attend the Finance, Remuneration and Premises Committee and Personnel Committee meetings to provide business management updates
· Attend all full governing body meetings and provide clerking service and advice to governors 
· Deliver the marketing and communication strategies for the school
· Develop professional business manager communities through ongoing collaboration and networking
· Work with governors to inform and advise within the business    management functions
· To self evaluate the academy’s accounts in line with the Financial Management & Governance Self-Assessment (FMGS)
· To act as Company Secretary, ensuring relevant documentation is completed on time and provide advice to the Governing Body in relation to its legal responsibilities
· To keep informed of any new funding available from the EFA and to keep up to date on any new initiatives regarding Academy Status
· To manage the payroll and HR contract services for all academy staff and monitor retention rates
· Manage recruitment for all staff within the academy, placing advertisements, arranging interview dates and ensuring all necessary checks i.e Disclosure and Barring Service are in place
· To manage the Single Central Record and ensure its accuracy 
· To monitor school sustainability, process improvement and challenge to improve all areas

 Individuals in this role may also undertake some or all of the following:
· Manage the delivery of extended services activities
· Validate information for publications and returns for the DfES, EFA, LEA and other agencies and stakeholders within statutory guidelines
· Advise senior leadership team colleagues on risk management within  the school, mitigating risks to the delivery of strategic objectives

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.

This role will be reviewed annually as part of the Performance Management & Development  (PMD) process

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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