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JOB DESCRIPTION

School Business Manager
(Scale PO3/P04)

Administration and Organisation
Finance and Personnel
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JOB DESCRIPTION

Senior Business Manager
Personnel 
	Job purpose 
	As the school’s leading non-teaching staff professional, to work as part of the Senior Leadership Team to assist the Head Teacher in his/her duty to ensure that the school has the adequate and suitable resources to meets its educational aims
In collaboration with the Head Teacher, to develop business management goals and objectives that support the school’s development plan To be responsible for providing professional leadership and management of the administrative team to enhance their effectiveness, to achieve improved standards of support and resourcing, and subsequently achievement in the school
To take a coordinating and leading role in the financial management of the school, promoting the highest standards of business ethos within the administrative function of the school and strategically ensure the most effective use of resources in support of the school’s learning objectives
To be responsible for the Financial Resource, Administration and Human Resource Management. 

In collaboration with the Health & Safety Management of the School
To be responsible for and manage the planning, development, operation, delivery and monitoring of support services

	To whom the postholder reports 
	The postholder is responsible to the Headteacher in all matters 

The postholder is also expected to network and liaise across a range of professionals, schools, community and co-ordinate networks to ensure a consistency of approach regarding finance, administration and personnel

	Duties and responsibilities specific to the post:

	 Leadership & Strategy
	· Support the head teacher and leadership team with development of the aspects of the School Development Plan relating to finance

· Attend Senior Management/Leadership Team meetings if requested to do so
· Attend full Governing Body and appropriate Governors’ sub-committee meetings on request
· Negotiate and influence strategic decision making within the school’s Senior Leadership Team 
· In the absence of the Head Teacher, take delegated responsibility for Financial and other decisions within the scheme of delegation

· Plan and manage change to their areas of responsibility in accordance with the school development plan

· To lead and manage all school administrative staff 
· Comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to the appropriate person or organisation
· Contribute to the development and implementation of the overall ethos/work/aims of the school

	Financial Resource Management
	· Evaluate information and consult with the Senior Leadership Team and Governors to prepare a realistic and balanced budget for school activity 

· Submit the proposed budget to the Head Teacher and Governors for approval and assist the overall financial planning process 

· Support the Head teacher to discuss, negotiate and agree the final budget 

· Use agreed budget to actively monitor and control performance to achieve value for money 

· Identify and inform the Head Teacher and Governors of the causes of significant variance and take prompt corrective action 

· Propose revisions to the budget if necessary, in response to significant or unforeseen developments, in collaboration with the school’s financial advisor and the head teacher
· Provide ongoing budgetary information to relevant people and teams

· Advise the Head and Governors without delay if fraudulent activities are suspected or uncovered 

· Maintain a strategic financial plan that will indicate the trends and requirements of the school development plan and will forecast future year budgets 

· Identify additional finance required to fund the school’s proposed activities 

· Seek and make use of specialist financial expertise 

· Support the team to maximise income through lettings and other activities 

· Present timely and fully costed proposals, recommendations or bids 

· Put formal finance agreements in place with suitable providers for agreed amounts, at agreed times and appropriate agreed costs and repayment schedules (or oversee this activity by a member of the administrative team to whom this is delegated)
· Monitor the effectiveness and implementation of agreements 

· Manage Asset Management System

	Administration Management
	· Manage the whole school administrative function and lead all administrative staff
· Design and maintain administrative systems that deliver outcomes based on the school’s aims and goals 
· Manage systems and link processes that interact across the school to form complete systems 
· Develop process measures that are affordable and that will enable value for money decisions for those managing resources 
· Establish and use effective methods to review and improve administrative systems
· Use data analysis, evaluation and reporting systems to maximum effect by ensuring systems are streamlined to maximise efficiency and avoid duplication
· Benchmark systems and information to assess trends and make appropriate recommendations 
· Prepare information for publications and returns for the DfES, LEA and other agencies and stakeholders within statutory guidelines. 

	Management information systems and ICT
	· Develop and monitor management information systems used by the school
· Consider approaches for existing use and future plans to introduce or discard administrative technology in the school (such as photocopiers and printers)
· Consult with relevant people and other parties to introduce new technology used for administrative purposes or improve existing technology for different purposes
· Ensure that the strategy and relevant policies, including Data Protection for use of technology across the school, are communicated to the relevant stakeholders
· Ensure contingency plans are in place in the case of technology failure 
· Ensure data collection systems providing information to stakeholders are streamlined to maximise efficiency of the data supplied 

	Human resource Management
	· Manage Payroll administration for all school staff, including timely submission to Payroll Service of Absence Returns, Appointment Notices, Changes & Terminations, Timesheets, Salary Statements, etc. Check monthly salary statement.
· In collaboration with Deputy Head with responsibility for staff training, manage CPD bookings including monitoring First Aid qualified staff and qualification expiry dates

· Maintain up to date SIMS.net Personnel data, including recording of all staff CPD

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

· Manage performance management, appraisal and development for all administrative staff and provide the head teacher with informed suggestions to support the progression for all colleagues in the school
· Monitor the relevant legal, regulatory, ethical and social requirements and the effect they have on your school and staff 

· Ensure people have a clear understanding of the policies and procedures and the importance of putting them into practice 

· Seek and make use of specialist expertise in relation to HR issues 

· Evaluate the school’s strategic objectives and obtain information for workforce planning 

· Identify the types of skills, knowledge, understanding and experience required to undertake existing and future planned activities 

	Site management and health and safety
	· To coordinate with the Site or Premises staff to ensure that all Health and Safety requirements are met 

· To support the Site or Premises staff to organise documentation of the Health and Safety requirements and to demonstrate fulfilment of all legal duties of the school

· Along with the Site and Premises staff, and the Headteacher, to lead in any Health and Safety Inspections and to assist with all inspections relating to site

· To coordinate on all communication between the Site or Premises staff and other necessary parties as required

	SAFEGUARDINGEQUALITIES and stakeholder communication
	· To be fully aware of and understand the duties and responsibilities arising from the Children Act 2004 and Working Together to Safeguard Children and Young People as this applies to the organisation
· To be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the role
· To lead on DBS certificate administration and maintenance of the school’s Single Central Record and to assist with the monitoring of this by the Head Teacher and Safeguarding Governors

· Be aware of and support difference and ensure equal opportunities for all to ensure that all relevant line managers are made aware and kept fully informed of any concerns which are raised in relation to safeguarding/child protection or staff wellbeing
· Develop constructive relationships with all stakeholders of the school and be instrumental in successful communication with them, supporting the leadership team with the most sensitive information as required


Signatures 

Signed ……………………………………………… (Postholder)      Date: …………………………………………….. 

Signed ……………………………………………… (Headteacher)  Date: ……………………………………………...

