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 SCHOOL BUSINESS MANAGER

                                            Job Description and Person Specification
Directly responsible to:
Headteacher





Governing Body
Line Manager to:

School Administrative Staff

Premises Staff
Scale:





Hours:
37 Hours per week (term time only plus 5 INSET days plus 2 additional weeks during the holiday periods)


Part time working will be considered.
JOB PURPOSE

Overall   -   In conjunction with the Headteacher and governors to conserve and grow the finances of the school whilst spending effectively the school’s finances for the immediate and long term good of the children through sound financial business decisions
· As part of the leadership team contribute to the short and long term school development plan

· To act as the main financial consultant and adviser to Governors, Headteacher and Senior Leadership Team on matters relating to the School’s main FMS (Financial Management System) account, the School Fund Account and School Lettings. 
· To take part in developing and clearly communicating the school’s development/strategic plan for supporting and delivering excellence in schools,  helping drive fundamental improvements to school business systems.

· To be responsible for the Financial Resource Management, Administration Management, Human Resource Management, Facility and Property Management and the Health and Safety and Risk Management of the School.
· To be responsible for providing professional leadership and management of the school’s administrative support staff and premises staff to ensure the efficient functioning of the school office and premises management.
· To be the main point of contact for all staff in relation to HR/Contract/Payroll issues and to offer support with regard to personal issues if required.  

· To support the Headteacher in deploying the workforce effectively, the school’s most valuable resource, with a focus on high quality teachers, making use of evidence to determine the best mix of teaching and support staff. 

Organisational Relationships:
· Directly responsible to Headteacher.

· Member of the Senior Management Team attending strategic meetings where appropriate.
· Line Manager to office staff and premises staff.

· Responsible for Performance Management of office staff and premises staff and delegate where appropriate e.g. School Secretary performance manages admin assistant etc.
· Adviser to whole staff for personnel and contractual issues.
SPECIFIC DUTIES
Strategy and Leadership

Strategy

· Inform (in respect of finance and HR issues) and influence strategic decision making within the school’s SMT.

· Contribute to the school development plan and SEF.
· Safeguard the assets and reputation of the school and ensure truthfulness in all communications. 

· Maintain a visible, professional and high profile within the school.

· Understand the culture and climate of the school and where appropriate the wider education environment and contribute to leadership discussions with this in mind. 
Leadership
· Manage change in accordance with the School Development Plan.
· Support the Headteacher on the application of statutory guidance where applicable through consultation with HR and legal bodies.
· Take delegated responsibility for financial decisions as agreed in advance with the Headteacher. 

· Attend FGB meetings and appropriate Governors’ committee meetings and prepare reports where relevant. 

· To be aware of own professional development needs and attend meetings and training courses relevant to post.

· Work with the leadership team to identify the types of skills, knowledge, understanding and experience required to undertake existing and future planned activities.

· Motivate, encourage and empower teams and individuals to work innovatively, creatively and positively to achieve the school’s objectives.

· Monitor the impact, progress and quality of work of teams and individuals they line manage and provide prompt and constructive feedback.

· Encourage staff to take the lead and take decisions when they have the knowledge and expertise to enable them to do so.

· Provide support to staff during times of setback and change.
· To manage the tendering process when necessary and present fully costed proposals, recommendations or bids.
· To act as a link between lettings and the school and to coordinate key holders and hire agreements.
· Manage the record of expenditure of pupil premium and liaise with a member of the leadership team. 
· Manage the record of expenditure of PE grant and liaise with the coordinator. 
Financial Administration and Management

· To make good use of financial benchmarking information to inform the school’s own spending decisions. 

· To develop and monitor an annual and long-term financial strategy for the school in consultation with the Headteacher and Governing Body which supports evolving school needs and long term strategy. 

· To make use of school clusters, sharing expertise, experience and data as well as accessing economies of scale when making shared purchases. 

· Be aware of, and evaluate information in order to, advise the Headteacher and Governors in preparing a realistic and balanced budget.

· To be responsible for budget modelling, drawing up base budgets, provisional budgets and final budget, and providing financial information and advice to the Headteacher, Governing Body, Finance Committee and the Local Authority. 
· To ensure up-to-date records of all expenditure and income are kept, and account for under- and over-spending of budgets clearly to the 

Headteacher and all members of the Finance Committee.

· To meet with the Headteacher, Deputy Headteacher and Chair or Vice Chair of the Finance Committee on a half termly basis in order to account for variance in the annual budget and discuss any implications and impact on the actions of the school. 
· To manage running costs through improved procurement and a greater focus on value for money. 

· To prepare financial returns for the DFE, LA, and other agencies within the statutory deadlines with Headteacher and governing body approval. E.g. census and staffing returns.
· To be responsible for all insurance matters. 
· To ensure effective financial management and benchmarking meet the SFVS.
· To liaise with and seek advice and clarity from School Governance and Clerking service in relation to Governing Body and statutory matters. 
· To monitor salaries and expenditure and advise the Headteacher, Finance Committee and Governing Body accordingly.

· To provide best value advice and benchmarking for the leadership of the school.

· To manage the maintenance accounting records relating to the school budget on the school’s computer system together with the appropriate financial controls.

· To manage the ordering, processing and payment of all goods and services.
· To ensure additional hours and supply teachers’ claim forms are calculated, correctly authorised and submitted and to monitor claim forms for other staff.

· To be responsible for the management of income generation, including school lettings.
· To supervise the recording and banking of monies coming into the school and ensure the appropriate controls are in place to comply with the school’s financial procedures.
· To be proactive in seeking additional grants that can be used for specific educational activities and discuss these with the Headteacher.
Personnel Administration

· To participate in the advertising and safer recruitment elements in the selection process for support and if required, teaching staff, in line with Governing Body Guidelines.

· To consult with HR in the provision of information and advice on conditions of service for all categories of staff employed at the school.

· Ensure that all recruitment, appraisal, staff development, grievance, disciplinary and redundancy policies and procedures comply with legal and regulatory requirements.

· To be the first point of contact for all staff at the school on pay and contract related issues, liaising with Personnel and Payroll as necessary.  

· To ensure that all staff are paid on the correct scale and spine point and to provide appropriate information on pay to staff, the Governing Body and the LA.

· Ensure staff have a clear understanding of the policies and procedures and the importance of putting them into practice.
· To ensure that accurate personnel records, including sickness and other absences, are maintained, and recorded.
· Manage the collation of personnel records for all staff within the terms of the Data Protection Act.

· To be responsible for the professional development of administration and premises, IT staff, carrying out performance management, identifying training and development needs and implementing an appropriate training programme.
· To be responsible for and oversee the maintenance of the single central record.

· To ensure that all supply agencies preferred by the Headteacher are following statutory safeguarding guidance.

· To register and submit NQT details to the Local Authority/Teaching School.
· To ensure that all staff job descriptions are updated annually. 
Health and Safety Management

· Act as the school’s Health and safety Co-ordinator and Fire Officer.

· Plan, instigate and maintain records of fire practices and alarm tests.

· Ensure the school’s written health and safety policy statement is clearly communicated and available to all people.

· Ensure that all health and safety policies and procedures are implemented at all times, put into practice and are subject to review and assessment at regular intervals or as situations change.

· Ensure systems are in place to enable the identification of hazards and risk assessments.

· Ensure systems are in place for effective monitoring, measuring and reporting of health and safety issues to the SLT, Governors and where appropriate the Health and Safety Governors/LA.
· Ensure the maximum level of security consistent with the ethos of the school and safeguarding.
· Ensure comprehensive risk assessments are in place.
· Update the business plan and critical incident plan at least annually and whenever there is a change in relevant personnel. 

Facilities and Property Management

· Ensure the safe maintenance and operation of all school premises.
· Ensure the supervision of relevant planning and construction processes is undertaken in line with contractual obligations both in term time and holiday periods.

· Be the key liaison between building contractors and the school.
· Ensure the safe maintenance and security operation of all school premises.

· Take a lead role on the project management of developing areas of the school.
· Ensure the continuing availability of utilities, site services and equipment.
· Follow sound practices in estate management and grounds maintenance.
· Ensure a safe environment for the stakeholders of the school to provide a secure environment in which due learning processes can be provided.

· Monitor, assess and review contractual obligations for services e.g. cleaning, ground maintenance, utilities are monitored and managed effectively.

· To support and maintain ICT systems and hardware across the school,              including SIMS. 
· To oversee the school inventory ensuring equipment and stock are maintained and the schools assets are safeguarded.
· Ensure that the school has a strategy for using technology aligned to the overall vision and plans for the school ensuring value for money.

· Ensure contingency plans are in place in the case of technology failure.

· Ensure third party contractors eg catering and cleaning, are monitored and managed in conjunction with the site supervisor.

· Manage the letting of school premises to external organisations, for the development of the extended services and local community requirements.

· Seek professional advice on insurance and advise the Headteacher on a variety of appropriate insurances for the school and implement and manage such schemes accordingly.

SCHOOL BUSINESS MANAGER 

PERSON SPECIFICATION

Please provide evidence for each of the criteria in Part A and Part B of the specification in your supporting statement or letter.

PART A

KNOWLEDGE and EXPERIENCE

Essential Skills:

· Experience of contributing to the senior leadership team of a diverse      organisation including schools.

· Managing strategic financial plans.

· Managing budgets, financial reporting, procurement

· Knowledge and experience of accounting and other financial management

      systems. SIMS preferable.
· Knowledge of procedures of recruitment and personnel issues.

· Experience of an administrative environment and leading teams to achieve strategic outcomes.

· Proven record of achievement including sound financial management and

      continuous improvement.

· Awareness and understanding of issues related to procurement, contracts, risk assessment, health and safety.

· Experience of human resources, Finance, caretaking, and cleaning.

· Experience of health and safety.
· Experience of using word and excel at an advanced level.
· Experience of leading budgetary management and allocation of Finance.
· Experience of leading and advising on a range of financial issues including

      regulatory and legislative policy changes.

· Able to deliver value for money initiatives.

· GCSE Grade B or above in Maths and English.

PART B

SKILLS AND ATTRIBUTES

Essential Skills :

·  Highly developed planning and organisational skills.

·  Ability to work to high levels of accuracy.

·  Excellent written and verbal communication, able to convey information                     clearly, accurately and succinctly to all stakeholders.

· Excellent interpersonal skills.

· Ability to use initiative and prioritise work.

· Ability to interpret legislation and regulations.

· Excellent time management, meeting and managing deadlines.

· Understanding of school management issues, including the role of the Governing Body.

· Knowledge of health and safety regulations.

· Effective collaboration with internal and external partners and stakeholders.

· Ability to lead change and motivate others.

· Ability to tackle challenging situations.

· Familiarity with school management systems, e.g. SIMS
Desirable Skills :

· Have or working towards Certificate / Diploma in School Business Management
· Recognised management/business degree or equivalent related professional. qualification.
· Experience of working with young people within school or community setting.
· Knowledge of SIMS.
EDUCATION/QUALIFICATIONS

· Qualification or equivalent experience in relevant discipline.

· Professional qualification (DSBM, ADSBM or NVQ 4 or Degree or equivalent qualification.)

· Evidence of continuing professional development.

PERSONAL QUALITIES

· Good interpersonal skills. 

· Instill confidence, command respect.

· Established record as a team player.

· Commitment to high educational, professional and personal standards.

· Empathy for and respect for young people and their needs.

· Commitment to equal opportunities.

· High levels of motivation, energy and commitment.

· Analytical and flexible thinking.

· Excellent written and verbal communication, communicating effectively with a wide range of people and audiences.

· Discretion, personal integrity and awareness of importance of confidentiality.

· Innovation and creativity.

· Ability to think strategically.

· Honesty and transparency in all business activities.

· Openness, willingness to accept feedback and to learn.

· Commitment to the safeguarding of pupils.
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