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	Heathmere Primary School
 Alton Road
London SW15 4LJ
Tel: (020) 8788 9057
Email: office@heathmere.wandsworth.sch.uk 

Head Teacher: Emma Lewis



22nd December 2025
Dear Applicant,
Thank you for your interest in the role of School Business Manager at Heathmere Primary School. I have been the headteacher here since 2013 and am looking forward to appointing a new member of staff to this role, as a result of the substantive SBM’s decision to retire in March 2026.
We are a school of our community, with a strong culture of diversity, located in the heart of the Alton Estate. We are a highly inclusive school; children in receipt of pupil premium funding is over 50% in every year group and we have a high number of children with SEND. The successful candidate will need to be fully committed to Heathmere’s inclusive approach. Our children are keen to learn and work hard to uphold the values of Respect, Resilience and High Expectations. 
Heathmere Primary School is in a transitional phase, as we move towards a 1FE school. The SBM is integral in supporting this process.
This is a really exciting opportunity for the right candidate. We are an ambitious and forward-thinking school. There are good systems and structures in place at Heathmere, and we look forward to recruiting a new member of the school leadership team, who can lead the non-teaching staff to support the sustainable future of Heathmere. 
Please do arrange to come and speak to me about the role and look around the school if you are interested in applying.
Kind regards,



Emma Lewis
Headteacher



Respect		Resilience	   High Expectations
 [image: ]

The Heathmere Vision

Always looking forward, Heathmere is an ambitious school that provides for our local community. We really know our pupils and have their interests, potential and emotional well-being at the heart of what we do.  As a result, Heathmere pupils are confident, achieve their best, know how to improve and have a real appreciation of learning. This is rooted in love of reading. Our pupils are ambassadors for Roehampton their parents feel we get the best out of them. 

Staff feel supported and valued, and we make it a priority to help them develop giving them a reason to stay at Heathmere. They learn from each other and through other opportunities and have a collective sense of care and ambition for the children who are always put first. 

Our governors are a key part of the leadership of the school working collaboratively with the Senior Leadership Team. They ensure the school is the best it can be, that it has a sustainable and consistent approach to everything it does and they bring relevant skills to do this.

The long range strategic objectives for Heathmere are:
Quality of Education: To embed a purposeful and relevant curriculum that delivers the highest possible educational outcomes for all children. 
Behaviour and Attitudes: To strengthen the culture of ambition. 
Personal Development: To enable children to be active citizens by building children’s character, confidence and resilience.
Leadership and Management: Ambitious and sustainable leadership underpinned by depth in pedagogical expertise.
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School Business Manager
 Job Description
Main Purpose of Job
As part of the Senior Leadership Team, to be responsible for the operational management of finance, HR, Premises, Administration and Resource Management including ICT, community usage and lettings.
Assisting the Headteacher in the leadership and development of the school by:
· Implementing  school policies and procedures
· Ensuring safeguarding and safer recruitment
· Promoting the aims, objectives and ethos of the school
· Ensuring a healthy, clean and safe environment is maintained to high standard
· Liaising with external agencies as appropriate
· Ensuring specific day to day functions of the school run smoothly
· Establishing good working relationships with all stakeholders

KEY RESPONSIBILITIES
1. Strategic role

· Responsibility for strategic planning aspects over current year and a three to five year period where financial implications occur in order for the school to make the best possible use of resources available and to keep abreast and advise on current government and LA financial policy.
· To identify, explore and secure external funding for the school whilst reporting to the Headteacher and Governors, attending leadership team and governing body meetings where appropriate.
· To assist in the implementation of all policies within the remit of the role. These policies will include, but are not limited to, Lettings, Scheme of Delegation, Financial Delegation, Risk Management, Safeguarding and Child Protection, Filtering and Monitoring, Pay, Health and Safety and Records Management and ensure that policies are communicated and consulted with staff, contractors, parents, children, the Local Authority, local schools and other interested parties. 
· Ensuring that the school meets its non-teaching legal and statutory responsibilities through advice, direction and support to the headteacher and the governing body.
· Working within the leadership team to ensure that the revenue and capital funding, equipment and resources are managed efficiently and cost-effectively in support of educational objectives.
· Supervising an effective, multi-disciplined team made up of both directly employed staff 
and external contractors and assist with the development and continuous improvement of all non-teaching staff.
· To continually enhance the reputation of the school within the borough and beyond by building  good networks of support and developing effective relationships  


2. General Management and Administration

· To be responsible for the overall line management and professional development of the         Administration staff and the Premises staff in developing and implementing new procedures, protocols and office systems to meet the changing needs of the school. To set objectives and manage performance of administration and premises staff.
· To liaise with the Governing Body and their clerk as required. 
· Preparing and presenting reports at Governor meetings as required
· Preparing reports (as appropriate) for significant items of importance 
· Providing financial statements and audit trails
· Preparation of statistics when requested
· Preparation of correspondence arising from Governors’ meetings
· To maintain computer-aided administration, which supports all the general work in the school, including statistical analysis, in conjunction with the LA, ensuring that the pupil database and other pupil records are properly maintained and regularly updated.

3. Admissions

· To monitor the administration of admissions (as the admissions authority) for the nursery, including adherence to the school’s admission policy, giving information, where possible, to appropriate staff before the children begin school. 
· To monitor the administration of admissions for the main school (reception to year 6), working with the Local Authority (which is the Admission Authority for those phases). 
· To monitor the way in which in-year admissions are conducted in a timely way to minimise the number of vacant places on the school role. 

4. Personnel and Human Resources Management

· Be responsible for ensuring effective procedures are in place to meet the LA’s regulations in relation to all personnel matters relating to staff. 
· Provide a confidential, effective and efficient personnel service to all staff in line with the school’s adopted policies and procedures.
· Be responsible for the administration of all personnel matters including recruitment, retention, contracts of employment and payroll.   
· Be responsible for the maintenance of manual and computerised personnel records securely.
· To monitor the provision of induction for newly appointed support staff and advice and guidance to existing staff on issues relating to their employment.
· Liaise with ‘bought in’ services e.g. Occupational Health, Payroll, HR Adviser.



5. Finance and Accountancy

· To formulate short (one year) and long term (three to five year) budget strategies with agreed procedures which are reviewed annually and to prepare and present the annual budget for approval by the Headteacher and Governors with regular financial updates and reports over the year.
· To be responsible for all the financial accounts within the school; ensuring that all finance procedures are carried out in line with current regulations, preparing financial returns and operating all bank accounts, for public funds,  school journeys and any external grants and to undertake monthly reconciliations. 
· To prepare the school’s end of year financial statement.
· To be the budget holder for the schools non-teaching and maintenance budgets.
· To be a budget signatory for all school budgets up the limit prescribed by the Governing Body.
· To be a member of the Resources Governors Committee.
· To ensure effective monitoring systems of income and expenditure are operated.
· To undertake the accounting for the school, recommending appropriate action where necessary obtaining comparative quotes, where appropriate, in order to receive best value for money. 
· Having responsibility for ensuring the banking of monies, payment of invoices, chasing monies owed to the school, and payment of casual staff and additional hours.
· To review annually Service Level Agreements offered by the LA and consultants to achieve best value for money and review the school’s insurance processing claims where loss or damage occurs.
· To prepare bids for capital development projects, external funding possibilities and other grants. 
· Identify the need, and be responsible for securing appropriate licenses and insurance.

6. Premises
· To be lead in the management and maintenance of the school site (including planned works) and to ensure that contracts for annual checks are carried out as well as ensuring all insurance and liability insurance policies are up to date.
· To ensure, as far as is practicable, that the security of the site is maintained at all times and to make recommendations for improvement as necessary and is compliant with safeguarding policies.
· Oversee the facilities and estate functions of the school to ensure as far as reasonably possible that:
· an asset management plan is developed, implemented and updated in line with agreed priorities including risk management;
· all sites, buildings and facilities are compliant with relevant legislation and procedures such as health & safety and child protection;
· caretaking, cleaning, grounds maintenance and building maintenance programmes are fulfilled to the agreed quality standards by staff and contractors;
· catering is managed to agreed delivery criteria and within agreed budgets;
· policies and procedures for contractor and supplier access to site and their management  on site is aligned to children safeguarding policies.
· Oversee a programme of risk assessments and fire drills. 
· To maintain a lettings policy for the school and explore avenues for letting premises and increasing income and to develop ways in which the school can be accessed for community use.
· Commission, procure and manage external services required for the facilities and estate management function.

7. Contract Management and Procurement 

· To be responsible for and manage contracts with external providers which will include, but are not limited to:
· Site Services and Cleaning
· Photocopying and Printing
· ICT Service and Support
· Catering Services
· Site Maintenance and Health and Safety 
· ICT Software  
· To lead negotiations with all potential and existing suppliers to ensure the school the best value for all goods, services and works procured. 
· To lead in the development of performance indicators to manage all contractors
· To lead in dispute resolution and rectification where contractor performance is not meeting standards
· To identify, research and recommend contractors to the Governing Body
· To ensure that the school adheres to the WBC Procurement guidelines and that major procurement is communicated to the leadership team and governors

8. Communication and ICT

· To ensure that the school adheres to the WBC Procurement guidelines and that major procurement is communicated to the leadership team and governors
· To monitor the management of the school’s website and ensure that it is statutorily compliant.
· To ensure that all office & premises staff contribute to professional and welcoming environment  
· Work with the Leadership team and ICT Contractor to develop a sustainable, cost-effective ICT plan that supports both educational and operational objectives.
· Monitor staff management of  hardware, software and connectivity are effectively managed to limit malfunction and reduce the risk of mal-use by pupils, staff, volunteers, parents and other users
· The effective commission, procurement and management of external resources and services required for the ICT function. 

Safeguarding
The post holder will share the school’s commitment to safeguard, and promote the welfare of, the children in our care. 

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 is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding and/or child protection.


This job description is not an exhaustive or final statement of the duties. The post holder will be expected to take on duties and responsibilities consummate with the grade of the post as directed by the Headteacher. 
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School Business Manager
 Person Specification
	
	Application form
	Interview or Reference
	Tasks

	Qualifications and Experience


	Excellent Literacy and Numeracy Skills

	*
	
	*

	Experience at management level

	*
	
	

	Experience working in a school or business environment at management level and/or NVQ4 or recognised degree or equivalent related qualification and/or recognisable School Business Manager qualification
	*
	
	

	Professional Knowledge and Skills


	Highly proficient in Microsoft Office and Data Management Systems and be able to demonstrate effective use of ICT in a variety of forms
	*
	*
	*

	Excellent oral and written communication skills

	*
	*
	*

	Experience of working with computerised systems for budget planning, monitoring and management
	*
	*
	*

	Experience of working with a wide range of stakeholders 
 
	*
	*
	

	Ability to understand a wide range of finance, personnel, premises and administrative tasks 
	*
	*
	*

	Knowledge and understanding of relevant policies and legislation within a school
	*
	*
	

	Experience of developing and implementing a range of administrative and technical policies and procedures
	*
	*
	

	Experience of analysing data, developing systems, problem solving and project management
	*
	*
	

	Ability to analyse and interpret complex information, make recommendations, manage change and have an impact on future planning
	*
	*
	*

	Ability to manage a school premises, and implement good Health and Safety practice relevant to maintenance and upkeep of a public building. 
	*
	*
	*

	A good understanding of equal opportunities 

	*
	*
	*

	Knowledge and understanding of Child Protection and Safeguarding

	*
	*
	*

	Personal Skills


	Ability to communicate effectively and develop positive relationships with everyone who supports the efficient running of the school. Including the admin team, wider staff team, children, parents, governors, Local Authority, wider community and contractors
	*
	*
	*

	Promote equalities, safeguarding and child protection 

	*
	*
	*

	Ability to work successfully as a team member, establishing effective working relationship
	*
	*
	*

	Ability to work under pressure in a constantly changing and demanding environment and to remain professional at all times
	*
	*
	*

	Uphold the school’s values of Respect Resilience and High Expectations 

	*
	*
	*

	A commitment to investing in personal and professional development

	*
	*
	*
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