SCHOOL BUSINESS MANAGER
Job Description

JOB TITLE:   


School Business Manager
RESPONSIBLE TO:

Head Teacher

LINE MANAGE:
HR Manager, Premises Manager, Finance team and liaison with Partnership Learning ICT
SALARY:                 

PO7, Points 43 -46 (£48,818 - £51,837)
HOURS OF WORKING:
36 hours a week.  52 weeks a year.

The post holder will be responsible for all aspects of financial management across the school and work with the Executive Headteacher and the Senior Leadership Group to set up systems and processes that will support smooth running of both sites to support the vision and aims of the Executive Headteacher and the Governing Body.
CORE FUNCTIONS

· To be involved in all aspects of strategic planning advising on the financial implications, and ensuring that the school makes best possible use of resources available.  
· To participate in strategic decision making for the school as a full member of the Senior Leadership Team.
· To be responsible for finance and facilities management and all matters within the management of the school which are supportive to, but do not involve, the teaching function.  This includes the major physical resource of two school buildings.
· To take strategic responsibility for Health and Safety and, as such, be responsible for effective ‘risk management’ ensuring that appropriate action is taken with regard to Health and Safety matters.

DUTIES AND RESPONSIBILITIES

1.
FINANCIAL MANAGEMENT

1.1
Advise the Executive Headteacher and Governors on financial policy, preparing appraisals for particular projects and for the development of a long term financial strategy linked to the School Development Plan.

1.2
Prepare for approval by the Executive Headteacher and Governors the annual income and expenditure figures as part of the annual budget setting process. In conjunction with members of the senior team, and within guidelines agreed by the Governing Body, to prepare and present for approval annual budgets and forecasts and cash flow projections
1.3
Monitor accounts against budgets and to prepare regular management reports for budget holders including monthly reports for the Head Teacher and termly financial reports for the Executive Head Teacher and Governors.

1.4
Use financial management information to identify areas of relative spend, assess trends and directly advise senior leaders accordingly.

1.5 Be responsible for the management of the school accounting function, ensuring its efficient operation according to agreed procedures and ensuring compliance with FMS.

1.6
Monitor all accounting procedures, including:

(i) The ordering, processing and payment for all goods and services provided to the school.

(ii) The operation of the bank accounts, ensuring that a full reconciliation is undertaken at least once a month.

(iii) Preparation of invoices and the collection of fees and other dues.

(iv) Maintaining an assets register.

(v) Maintaining the school’s Register of Pecuniary Interest.

1.7
Review and monitor these policies and procedures to ensure their practical effectiveness
1.8
Manage the year end accounting procedures, and prepare the final accounts for the Head Teacher and Governors.

1.9
Provide adequate briefings, training and advice to enable the Executive Headteacher/budget holders and Governors to understand and apply correctly their statutory obligations in respect of relevant legislation.
1.10
Prepare and submit all financial returns for the trust and DCSF within statutory deadlines.

1.11
Produce cash flow information on a monthly basis.
1.12
Plan and manage cash flow and investment activity including the procurement of goods and services.
1.13
Be a proactive aide liaising effectively with the management throughout the school to ensure satisfaction with the quality of service provided.

1.14
Liaise with and provide information for the school auditors.

2.
FACILITIES MANAGEMENT

2.1
Be responsible for the overall management, maintenance and upkeep of the school site, the buildings and plant, the preparation of maintenance schedules and the efficient operation of all facilities on the property.

2.2
Be responsible for strategic property and related equipment management planning, integrated within the School Development Plan.

2.3
Be responsible for site security.

2.4
Be responsible for all services that relate to facilities management (eg. canteen, grounds, cleaning and other maintenance and service contracts) to ensure ‘best value’.  This will include:

(i) Negotiating, managing and monitoring contracts, tenders and service agreements.

(ii) Examining alternative ways of providing the services based on quality of service and price.

2.5
Be responsible for the direct line management of site staff, including training, development and performance.

2.6
Be responsible for energy management and to purchase, either directly or indirectly, the school’s energy supplies.

2.7
Be responsible for the purchase, repair and maintenance of all furniture, fixtures and fittings.

2.8 Manage write-off and disposal of school equipment in accordance with the school’s write-offs and disposals policy.
2.9 Be responsible for the letting of the school premises to outside organisations, and for the development of all school facilities for out-of-school use, with particular reference to the local community.

2      HEALTH AND SAFETY

3.1
Take strategic responsibility for health and safety across the school.

3.2
Formulate, monitor, implement and review the school’s Health and Safety Policy.

3.3
Be aware of the main health and safety issues specific to the school and how they relate to pupils, staff, visitors and contractors.

3.4
Ensure that all appropriate risk assessments are undertaken to establish hazards within the school and the associated risk involved.

3.5
Ensure the installation and maintenance of equipment for protection against and escape from fire.

3.6
Keep records of and to initiate regular fire practices and alarm and emergency lighting tests.

3.7 Ensure that regular equipment testing takes place.
4      PERSONNEL MANAGEMENT

4.1      Provide leadership and guidance to support staff, including direct 

           line management of the HR Manager, Premises Manager and Finance team.
4.2 
Provide permanent accountability on all elements of their supervision, co-ordination and management.

4.3 Be responsible for the recruitment, professional development and performance management of all support staff.

4.2 Have an overview of employment law, the Disability Discrimination Act and Human Rights legislation and ensure that the school is in compliance.

4.3 Have an awareness of the significance of contracts of employment, their maintenance and preparation.  Liaise with appropriate staff, LA and the trust to implement school and trust policies and procedures as appropriate.
4.4 Monitor payroll payments monthly to ensure all salaries and other payments are made correctly, dealing with queries as required.
5      WHOLE SCHOOL ADMINISTRATION 

5.1 Co-ordinate planning for the effective provision of ICT resources for the administrative function of the school, including hardware and software.

5.2 Be responsible for the general management of the school’s administrative computer network and the implementation of appropriate Management Information and Accounting systems.

5.3 Manage the administrative function of the school including school reception, reprographics, records and telephones.

5.4 Be responsible for the provision of non-curricular support services such as Personnel and Payroll to ensure ‘best value’. This will include:

(i) Negotiating, managing and monitoring contracts, tenders and service agreements.

(ii) Examining alternative ways of providing the services based on quality of service and price.

6 OTHER DUTIES

6.1 Perform other duties and projects deemed necessary for the improvement of the school.

BUSINESS AND FINANCE MANAGER

PERSON SPECIFICATION

	JOB REQUIREMENTS
	CRITERIA

	
	

	Qualifications 
	

	Recognised relevant finance/accounting/business qualification
	(

	Degree level or equivalent
	(

	
	

	Experience
	

	Experience of working at a strategic level in an organisation
	(

	Experience of working in the public sector
	(

	Experience of Financial Management
	(

	Practical experience of using ICT Software to deliver results
	(

	Proven track record of managing projects and achieving results
	(

	Experience of recruiting, leading and managing teams
	(

	Experience of Strategic Planning including business planning
	(

	Experience of leading an effective finance/administrative team
	(

	
	

	Skills, knowledge and Understanding
	

	Strong and effective leadership and management skills
	(

	Ability to make a strategic contribution to the school leadership team
	(

	Ability to drive forward change and motivate staff
	(

	Effective communication and influencing skills
	(

	Ability to effectively present written and verbal information to a variety of audiences (internal and external)
	(

	Understanding of context for school management
	(

	Knowledge and understanding of marketing and promotion
	(

	Ability to work under pressure and to tight deadlines
	(

	Knowledge and understanding of Health and Safety requirements 
	(

	Ability to analyse and interrogate data management information to identify areas for improvement
	(

	Ability to effectively plan, organise and manage a complex workload
	(
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