[image: image5.png]


[image: image6.png]




Job Description: Trainee School Business Manager
Oak Lodge School is committed to creating a diverse workforce. We will consider all qualified applicants for employment without regard to sex, race, religion, belief, sexual orientation, gender reassignment, pregnancy, maternity, age, disability, marriage or civil partnership.

Job details 
Salary: 
Scale 5 – Scale 6 (FTE £29,364 - £33,510)

Actual Pay £26,753 - £30,351
Hours:  
36 hours per week for 41 weeks per year

Contract type: 
2 year fixed term contract


It is anticipated that after successfully completing your training you would become a permanent member of staff.
Reporting to: 
School Business Manager
Main purpose 
To support the school business manager (SBM) to manage the strategy and operation of the business functions of our school, including financial management, human resources, health and safety, premises management, compliance and administration. 

Duties and responsibilities 
Financial management 
· Monitor department budgets all year round, advising the SBM where they are at or nearing the set budget limit
· Provide budget reports to budget holding staff.

· Assist with processing orders and invoices to ensure invoices are paid promptly and ensuring credit notes are received as necessary
· Manage dinner money payments and chase debts.  

· Assist with leading on procurement processes, managing tenders where appropriate, conducting due diligence, benchmarking and evaluating suppliers, negotiating deals and ensuring value for money
· Manage school oyster cards keeping records of issue and return and topping up cards as required
· Manage school lettings, invoicing and payment
· Support the Finance Officer to ensure the effective and efficient operation of the finance department
· Help prepare financial & Hr reports for the governing board 

· Assist with developing and implement the school’s fundraising and income generation strategy, choosing fundraising priorities in line with the school improvement plan 

· Find and apply for grants

Human resources

· Assist the School HR Officer to manage the school’s payroll provision with the payroll provider, including but not limited to checking claims for casual staff, additional hours, allowances and travel claims
· Assist with checking agency invoices and timesheets
· Assist with recruitment processes including checking advertisements, job descriptions and person specifications, shortlisting candidates, arranging interviews

· Assist with running checks on new staff
· Assist SBM with staff appraisal, disciplinary and grievance procedures.
· Advise on HR issues within school and liaise with the external HR provider
Health and safety

· Assist the SBM and the HT to supervise the maintenance of the school site with the premises staff.
· Assist with ensuring the school’s compliance with health and safety regulations, and put in place processes and procedures to ensure the safety of all in the school 

· Organise health and safety training for staff as required
Premises Management

· Assist with project specifications, tendering, costing and management.

· Ensure contractor staff have relevant checks in place if working during term time.

· Assist with monitoring cleaning.

· Assist SBM & HT with recording jobs/tasks that need to be done around the school
Compliance

· Ensure contractors are issued with appropriate information prior to starting work eg asbestos register, hot working permit

· Manage the school’s compliance with statutory obligations, and advise others on the relevant legal, regulatory and ethical requirements

· Assist with tracking school policies and ensure they are updated in accordance with the policy review schedule

· Monitor and update the risk register

· Assist with preparing for audit.

Administration

· Keep records in accordance with the school’s record retention schedule and data protection law, ensuring information security and confidentiality at all times 

· Provide administrative support for the SBM, HT and governing body as requested
· Be the school’s data protection officer, taking responsibility for monitoring data protection compliance and advising the school community on data protection issues

· Support the data protection officer with ensuring data protection compliance and helping the school community understand how to comply with data protection law
Training

The post holder will be required to -

· take School Business Manager training through apprenticeship training level 4/5
· (please note it is a requirement of the apprenticeship that you have been living in the UK, as your normal residence, for the past 3 years)

· undertake training in FMS & SIMS

· participate in other training appropriate to the role

All school staff are required to take part in INSET training which includes safeguarding, equal opportunities, health & safety etc.

In line with the apprenticeship scheme rules the role holder will be given 20% paid time for training activities.  It is expected that these activities will take place in school except for face to face course attendance.
The trainee school business manager will be required to safeguard and promote the welfare of children and young people, and follow school policies and the staff code of conduct.

Please note that this list of duties is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the trainee school business manager will carry out. The post holder may be required to do other duties appropriate to the level of the role, as directed by the SBM and HT.

Person Sepcification: Trainee School Business Manager
	criteria
	qualities
	Essential
	Desirable
	assessed

By

	Qualifications 
and training
	Educated to level 3 standard or equivalent eg A level; BTEC; Diploma
	
	X
	

	
	GCSE grades A-C or equivalent in Maths and English 
	X
	
	

	
	Evidence of willingness to undertake training
	X
	
	


	Experience
	Working in a school office
	
	X
	

	
	Working with children or young people
	X
	
	

	
	Working in a busy office undertaking financial and/or HR tasks
	X
	
	


	Skills and knowledge
	Knowledge of financial management
	
	X
	

	
	Excellent Microsoft Office skills (Excel, Word, PowerPoint
	X
	
	

	
	Excellent attention to detail
	X
	
	

	
	Previous use of FMS 
	
	X
	

	
	Previous experience of SIMS
	
	X
	

	
	Excellent verbal and written communication 
	X
	
	

	
	Good interpersonal skills
	X
	
	

	
	Good organisational skills including ability to work to deadlines
	X
	
	

	
	Ability to work under pressure, multi-task and prioritise work whilst maintaining a professional manner
	X
	
	

	
	Ability to build effective working relationships with staff and other stakeholders
	X
	
	

	
	Understanding of data protection and confidentiality 
	X
	
	

	
	Ability to deal with difficult situations effectively
	X
	
	


	Personal qualities
	Commitment to promoting the ethos and values of the school and getting the best outcomes for all pupils
	X
	
	

	
	Commitment to acting with integrity, honesty, loyalty and fairness to safeguard the assets, financial probity and reputation of the school
	X
	
	

	
	“Can do” attitude and a willingness to be involved
	X
	
	

	
	Respect for young people and their needs
	X
	
	

	
	Ability to be ambitious and aspirational for yourself and others.
	X
	
	

	
	Commitment to maintaining confidentiality at all times
	X
	
	

	
	Commitment to safeguarding and equality
	X
	
	

	
	Embraces change well
	X
	
	


Headteacher/line manager’s signature:




Date:
Postholder’s signature:






Date: 
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