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School Business Manager
M1
JOB DESCRIPTION

	ROLE


Responsible for the planning, development and delivery of the school function for the school and management of school finances
To secure the vision and values with all members of the school community and ensuring an environment for teaching and learning that empowers both staff and pupils to achieve their highest potential by being clean, safe and inspirational.
Leading school admin team to provide effective communication and efficient systems.

Leading site manager to ensure that health and safety systems are in place and school site is managed to a high standard

	Key responsibilities


· Responsibilities for business and financial management of school resources, working with the Headteacher to create annual budgets, provide monthly monitoring and reporting to stakeholders.  
· Manage the schools support function through planning, developing, designing and monitoring support systems and procedures which include administration, finance, HR, IT and facilities management including Health and Safety.

· Responsible for support staff in the premises and admin functions to contribute to the development of training programmes/learning opportunities and mentoring for these support staff, including line and performance management of direct reports.

· Management of facilities, including premises, lettings and liaising with external contractors; line management of premises/site manager.
· Arrange provision, analysis and evaluation of financial data and statutory reports and information to the senior leadership team, the Governing Body, the government and other outside agencies

· Manage the procurement process including monitoring of service contracts, licences and insurance.

· Be responsible for health and safety issues within the school and how they impact on pupils, staff and visitors to the school

· Manage safeguarding systems for visitors, volunteers and new staff and updating the Single Central Record.
· Manage and source a range of extra-curricular clubs by establishing contracts and organising registration and payment systems

Individuals in this role may also undertake some or all 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 board and others.  Attendance at governor committee meetings is required.

· Liaise with other staff, pupils, parents/carers/ 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, purchases, repair and maintenance of the fabric of the building, site and contents.

· Ensure payroll and all HR functions are correctly carried out.

· Creating, reviewing and/or updating policies in line with responsibilities.
	Knowledge/Competencies


· Significant experience in school administrative/finance roles

· Degree holder in business or financial management.  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 in Business Management (CBSM). Tier 2 of the IBSL 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 (usually business and administration, facilities and IT)

	Problems, Demands and 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 and deals with sensitive issues e.g. contracts. HR
	Dimensions


· Budget management and income generation responsibilities

· Manage the procurement process, prepare and submit bids for funding

· Manage a number of small budgets of their own admin, premises etc.

· Will have responsibility for monitoring the whole school budget with the Finance Governor and report to the Headteacher

· Will make 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 supervise staff with range of roles

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

· Will manage the ICT system by liaising with technician and contractor

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

· Will create schedules of work to be undertaken by site manager over the year

· Will lead on managing the organization of shared staff areas ensuring they are clean, safe and welcoming areas.

	Physical Effort


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

	Equalities


Be aware of and support differences and ensure that pupils, parents and staff have equality of access to opportunities.  Contribute to a working environment that supports equal opportunities and anti-discriminatory practice.

	Health and Safety


Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection; and report all concerns to an appropriate person. 
	Disclosure and Barring Service


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.
	

	Additional Information


· To share in the joint responsibility for the well-being and good discipline of all pupils.

· To attend staff meetings and other meetings as appropriate
· To participate fully in the school appraisal cycle by taking responsibility for understanding standards and meeting deadlines for achieving targets

· To undertake necessary training through the staff development programme

· To adhere to all school policies and be familiar with their expectations

· To form and maintain positive relationships with pupils, staff, parents and the community

· To work co-operatively as part of a staff team, initiating and developing ideas

· To demonstrate a clear understanding of our Vision and Values and provide a role model to the children in promoting these

· To co-operate and liaise with other professionals and colleagues from other agencies

· To support and contribute to the school’s responsibility for safeguarding children

· To adhere to school code of conduct

· To contribute to whole school community events and support these as and when able to

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.
This role will be reviewed annually as part of the PMD process
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	Supervision


Headteacher manages the jobholder.  The school’s performance management policies and practice determine the frequency of meetings.  
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