

HOLY  GHOST  CATHOLIC  PRIMARY  SCHOOL

JOB DESCRIPTION FOR THE POST OF 

SCHOOL BUSINESS MANAGER
The post holder is accountable to the Headteacher

SALARY: At appropriate point of the scale for the agreed hours per week TTO (Term Time Only)

General Condition of Employment

The Post-holder will carry out his/her duties in accordance with and subject to:

· The Conditions of Service (Former APT&C)

· The Pay and Conditions Policy of the Holy Ghost Catholic Primary School

· The need for confidentiality which particularly applies to this post

· The need to comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, and data protection, reporting all concerns to an appropriate person

· The need to be aware of and support difference and ensure equal opportunities for all.

Main Purposes of the Job

· To organise and supervise administrative systems within the school and to contribute to the planning, development and monitoring of support services and management of support staff, including co-ordination and delegation of relevant activities

· To provide high quality administrative support to the Headteacher

· To provide clerical back-up to the school

· To provide an effective and efficient reception service for all visitors and telephone response service

· To monitor the school’s delegated budgets and maintain accurate and efficient accounts pertaining to them, and fulfilling the requirements of financial regulations.
· To deal with requisitions and ensure effective stock control and supplies.

Tasks

 ORGANISATION

· Take a lead role in planning, development, design, organisation and monitoring of support systems, procedures and policies

· Line Management responsibilities where appropriate

· Manage support staff

· Liaise between the school leadership team, teaching staff and support staff

· Hold regular team meetings with managed staff

· Contribute to recruitment, induction, appraisal, training and mentoring for other staff

ADMINISTRATION

· Take lead role in the development and maintenance of record and information systems

· Provide detailed analysis and evaluation of data and produce detailed reports and information as required

· Produce, and respond to, complex correspondence

· Provide organisational and complex advisory personal support to other staff

· Provide organisational and complex advisory personal support to the Governing Body

· Manage complex administrative procedures

· Be responsible for completion and submission of complex forms, returns etc., including those to outside agencies eg: DfE and LA

· Manage the administration of Payroll matters

· Manage the administration of personnel matters including recruitment and contracts of employment

RESOURCES

· Be responsible for the selection and management of resources, including management of the budget, regular audit of resources and requirements under the financial regulations
· Take a lead role in the recruitment of support staff and in managing associated employment procedures

· Provide advice and guidance to staff and others on complex issues e.g. on employment matters

· Undertake research and obtain information to inform decision making
· Take a lead role in procurement and securing sponsorship/funding

· Manage service contracts

· Manage school licences and insurance

· Take a lead role in marketing and promoting the school

PRINCIPAL ACCOUNTABILITIES

Safeguarding Children

· To be fully aware of and understand the duties and responsibilities arising from the Children’s Act 2004 and “Working Together” in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organisation.

· To also be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role.

· To ensure that the worker’s line manager and school’s designated officer for child protection are made aware and kept fully informed of any concerns, which the worker may have in relation to safeguarding and/or child protection.

Provide Personal Confidential Support to the Headteacher

Support the Headteacher through sorting and processing school mail

· Headteacher’s personal mail

· Service the management of the Headteacher’s diary

· Maintain the Headteacher’s filing system, file and retrieve documents as required

School Staff

· Support all school staff by ensuring that all relevant personal and general administrative papers pertaining to their employment and remuneration are available, completed as required and forwarded and filed as necessary

· Provide administrative support to those responsible for teacher supply cover and other accounting functions delegated to teachers

Pupil Admissions Procedures

· Oversee the pupil admissions procedures that are delegated to the School Administrator, to ensure that they are accurate and in accordance with the school’s Admissions Policy.

Reception

· Provide the first contact for all business representatives, deal with these if appropriate, or pass them on to the relevant person.

· Provide first contact with parents and all visitors to the school courteously, helpfully and promptly, deal with their enquiries where possible or ensure they are referred to the most appropriate member of staff / Governor or ensure that this is reliably delegated.

· Provide a courteous, prompt, pleasant and helpful telephone and reception service from the school office

Stationary & Stock

Maintain an efficient and effective system for dealing with stock requisitioning and checking procedures.

School Finances

· Regularly monitor the school’s LM budget against any computerised printout or report by the LA or other body (IR). Close down this account in liaison with the Headteacher.

· Manage the School’s Bank Accounts as directed by the Headteacher or other authorised persons

· Reconcile accounts, produce written or verbal reports on the current state of the School’s delegated budgets, or subsections of it, as required by the Headteacher and or the Governors’ Finance & Estates Committee.

· Deal with staff salaries and wages promptly and accurately.  Ensure that information regarding them is available and up-to-date, enter details of new staff, so that salaries are dealt with smoothly and accurately.

· Maintain the accounts for the School Voluntary Fund, School Journey and Governors’ Fund and devolved capital, undertaking proper banking procedures for all accounts and money.

· Ensure that maintenance contracts, insurance contracts, are in order, maintained and effective. Pursue claims under such contracts.

General administrative and clerical support

· Deal with the school post, filing, office, care of registers, word-processing, photocopying, as well as servicing reception, the telephone, and receiving sick pupils when necessary.

· Have oversight of the administration computer system; ensuring that this task is reliably delegated when necessary.

· Maintain, review and update an efficient and secure filing system to serve the needs of pupils, staff and the school

Staff

Line-manage and support the administrative assistants and any other adult working in a secretarial support capacity in the school, deploy them effectively to accomplish the smooth running of the school office.

Other

Engage in relevant professional development to stay abreast of developments in such a way to ensure efficiency in this role

Discharge all responsibilities in a way that contributes well to the good ethos of the school.

The Application of the Job Description

The School Business Manager will identify annual targets arising from each of the above accountabilities as constituting the priority responsibilities for the year ahead.  In doing so, accountabilities may remain flexible so that the post can reflect the changing needs of the school.  Achievement by the post-holder will be reviewed at least once a year and logged.
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