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Sunflower Federation
Job description – BUSINESS MANAGER

The job description will be reviewed at least annually as part of the Performance Management programme.

This job description outlines the responsibilitites for the Business Manager of Breakspeare -  Meadow Wood Federation which comprises two special schools  - Breakspeare SLD/PMLD School (catering for students from 3-19) and Meadow Wood PNI  School (catering for students from 3–11). All students have EHC Plans.  

	Location.		Breakspeare School		Meadow Wood School
	Gallows Hill Lane	Coldharbour Lane
	Abbots Langley Herts	Bushey Herts
	WD5 OBU	WD23 4NN



Salary range: M2- M3 - £41,591 - £47,665
Reporting to: Federation Governing Board and Head teacher
Date Prepared: June 2022










Main purpose

As a key member of the Senior Leadership Team the Business Manager will be responsible for managing and monitoring all financial aspects of the school plus responsibility for the planning, development, and successful delivery of support services and functions within the Sunflower Federation.

Key responsibilities

Business and financial management of all school resources including site planning, budget / financial planning and benchmarking and providing advice to the senior leadership team, governing body and external agencies. 
Responsibility and autonomy for leading, developing and coordinating all the school’s support services/ functions (HR, Marketing, including webpages, Finance, Infrastructure & Procurement).
Strategic annual review of contract management, procurement, delivery and monitoring including licences insurances, equipment and supplies. 
Strategic reorganisation and transfer of federation’s business and financial functions in conjunction of Breakspeare School’s relocation and expansion.
Using the Asset Management Plans and condition surveys, preparation of and submission of bids for building funds to HCC/ESFA on a biannual basis.
Responsible for the development of the marketing strategy for the school including income generation and bids for funding.
Supports procedures and practices setting up a framework for multidisciplinary teams to work collaboratively to ensure the smooth operation and timely delivery of all school functions for the benefit of all pupils.

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

Develop professional business manager communities through ongoing collaboration and networking.   
Leadership and management of all facilities, including an annual updated Asset Management Plan for buildings and IT, premises, lettings contracts, extended services provision, liaising with external contractors and surveyors.
Responsible for the development of H&S within the school; be the health and safety manager for the school reporting to the Headteacher and H&S Governor. 
Leadership and management of all school safer recruitment, advertising, contracting, induction, performance management, training and mentoring systems.
Direct line management of lead support staff roles in finance, HR, administration and premises.  NOTE: TBC whether we want this as HR focus
Develop appropriate policies relevant to school support functions

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.

Job Context

The job holder is responsible for all of the school’s business and administration functions. 
Makes independent decisions in relation to the development and operational delivery of a wide range of support services in school within the parameters of the Sunflower Federation development plan.


Knowledge, Skills & Abilities

Specialist knowledge of the range of theory and practice of business and administration management, such as finance, procurement, administration staff management acquired through extensive experience and expertise. 
Equivalent to national qualifications level 5 or Diploma of School Business Management. Working at Tier 3 of the ISBL professional standards. 
Skills for school business and finance planning, including requiring interpretation of budget planning, development of administrative & financial procedures. This involves strong technical competency across a number of interrelated tasks and professional disciplines to resolve a range of complex issues situations and problems.
Requires highly developed communications skills to deal with a range of whole school issues, e.g., hr contracts and solutions, service contracts, income generation activities. 

Supervision

Member of the senior management team (working at the equivalent level to an Assistant Headteacher). Makes independent decisions in relation to the development and operational delivery of a range of support services in school. 
Line management of support staff in finance, human resources, admin and premises across the Sunflower Federation.

Problems, Demands & Decisions

· Lengthy periods of concentration for meetings, reports and analysis; Management work may be interrupted, and this may require a switch from one activity to another.
· Advises, leads and negotiates on behalf of school in external matters such as contracts, procurement, funding bids, including bids for funds to execute major building projects with contractors.
· Makes independent decisions in relation to the development and operational delivery of a range of support services in school.

Dimensions 

· The post will be involved with the whole school budget but spend is likely to require authorisation from the Headteacher or Governing Board in accordance with financial schemes of delegation.
· May have a range of budgets of their own (admin /it / premises / furniture) up to the value of £25K.  Will be responsible for monitoring the whole school budget with the HT.
· Accountable for the astute financial management of school resources to keep school financially sustainable
· Will typically have up to 10 staff reporting to the post; will support other line managers with support staff.
· Responsible for all the physical assets of the school – IT/equipment/furniture and information resources in a large school or cluster of schools. Overall responsibility for negotiating contracts, ordering of equipment, services, supplies 

Physical Effort

· Requires normal physical effort, with a mixture of sitting, walking and carrying minor loads. 
· The post will require travel across the school site/s.
Working Environment

· Work is normally carried out in an office environment. 
· Lengthy periods of concentration for meetings, reports and analysis; Management work may be interrupted, and this may require a switch from one activity to another. 
· Exposure to difficult or emotionally demanding situations is infrequent. 
· Management of difficult restructure and redundancy decisions and resolution of HR issues would be common.











































APPENDIX:

Examples of key operational tasks rather than an exhausted list

2.1	Finance 
· To ensure that Financial and Administrative procedures of the Federation meet the requirement and guidance of all relevant regulations
· To manage and prepare budgets in liaison with the full Governing Board, Finance Governors and Headteacher
· To maintain, administer and monitor accurate records of all expenditure and income to the Federation
· To be responsible for the administration of the Federation’s bank accounts
· To be responsible for submission of all financial returns on time
· To oversee all invoice payments
· To liaise with external Financial Advisors
· To prepare all financial returns for the DfE and LA within statutory deadlines
· To check monthly payroll reports and identify and investigate any discrepancies
· To complete payroll time sheets and absence records
· To attend and prepare Governing Boards meetings and Working party meeting  as and when needed and respond to the outcomes of these meetings appropriately
· To liaise with finance link governors to keep them informed of finance matters including key events and dates.
· To manage the budget relating to repairs and maintenance
· To ensure good practice is followed and all staff operate to agreed financial procedures
· To prepare the annual Schools Financial Value Standards and Assurance reports
· To maintain appropriate records
· To ensure appropriate insurance is in place covering all functions and activities
    2.2 	Premises
· To line manage premises staff and processes
· To maintain an accurate register to include insurance records for buildings
· To arrange for purchase, repair and maintenance of all furniture and fittings, ensuring best value is obtained
· To monitor energy use and promote efficient practice in the Federation
· To manage the maintenance of the Federation buildings, the preparation of preventative maintenance schedules and efficient operation of all facilities
· To arrange emergency repairs
· To draft the annual Premise Plan  (Asset Management Plan) for the School Improvement Plan
· To manage/facilitate planned Capital and refurbishment projects as identified in the SIP ensuring the requirements of all current building legislation is met
· To ensure all orders for premises work are placed following HCC guidelines and procedures
· To manage the security of the Federation’s sites
· To manage the upkeep and maintenance of school grounds in liaison with the Site Managers
· To monitor contract and in house school cleaning
· To ensure all service contracts are current and in place and maintain Contract Register
· To manage the maintenance of equipment for protection against and escape from fire
· To ensure emergency procedures are adequate
2.3 	Health and Safety
· To know relevant health and safety regulations and how they relate to students, staff, contractors and other visitors to the school premises and facilities
· To maintain the critical incident plan for the Federation
· To ensure risk assessments are in place and reviewed on a regular basis
· To complete termly Health and Safety inspections, to complete the annual Health and Safety audits and to update and maintain Health and Safety Policy of the Federation
· To liaise with link the relevant link governors
· To ensure COSHH assessments are in place
· To maintain the school asbestos log and act as asbestos authorisation officer
· To ensure all mandatory testing of school equipment is carried out
· To ensure that Data Collection and Data Protection systems are of the Federation meet all relevant regulations
· To liaise and co-ordinate IT systems and ICT structure of the Federation with the ICT Co-ordinator, ICT & Data Management Services and Executive Leaders of the Federation
· To communicate the strategy and relevant policies including Data Protection and GDPR for use of technology across the Federation in liaison with the ICT Co-ordinator, ICT & Data Management Services and Executive Leaders of the Federation
· To ensure contingency plans in the case of technology failure with the ICT Co-ordinator, ICT & Data Management Services and Executive Leaders of the Federation
· To ensure data collection systems providing information to stakeholders are streamlined to maximise the efficiency of data supplied 

2.4 	Human Resources
· To ensure effective Human Resources practices within the Federation liaising closely with the Deputy Office Manager and the Executive Leadership team
· To oversee the work completed by the Deputy Office Manager 
2.5 	School Office
· To ensure effective and compliant office organisation and practice through excellent team management and support
· To line manage other office staff 
· To manage the school office
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