Havering Schools 

School Model Job Profile
	Job Title:
	School Business Manager

	Reference No::
	MN74

	Grade:
	8

	Responsible for:
	6 to 15 staff


Purpose

· To provide senior leadership and strategic direction and operational management for the non-curriculum management functions
Main Responsibilities

· Financial Management - To lead on all financial management within the school
· Human Resources -. To oversee and supervise the maintenance of all staff contracts; monthly payroll submission; coordination of teacher and support staff recruitment; DBS and medical checks; annual salary verification letters and maintenance of the personnel database (SIMS) and confidential files
· Site Management - To deal with the strategic management of the maintenance, refurbishment and development of the school premises and grounds
· Administration - Design, create, develop and maintain policies and procedures as appropriate
Specific Tasks

· To manage and prepare monthly budgets and long term budget plans for the Head Teacher, the Senior Management Team and the Governors’ Finance Committee.

· To advise the Head Teacher on the financial implications of the school’s staffing and pay structures.

· To manage and evaluate service level agreements and keep such contracts under review by comparison with alternative providers.

· To negotiate, manage and monitor contracts, tenders and agreements for the provision of support services and explore cost saving initiatives.

· To advise the Head Teacher in determining, allocating and controlling delegated budgets.

· To ensure that systems are set up for the smooth running of financial management as appropriate.

· To work with other members of the Senior Management Team, to prepare a rolling business plan for the future development of the school.

· To be responsible for ensuring that risk assessments are prepared and monitored.

· To lead on site management agenda 

· To deal with the strategic management of the maintenance, refurbishment and development of the school premises and grounds.

· To oversee the priorities of work around the site in accordance with the school’s asset management plan and School Improvement Plan in consultation with the Site Manager.

· To consult with the Head Teacher to establish and maintain a rolling programme of refurbishment works within budgetary constraints

· To have overall responsibility for the co-ordination and management of work and communication with architects, contractors and council officers with regard to the maintenance, refurbishment and development of the site.

· To formulate, monitor and implement the school’s Health and Safety Policy to comply with the requirements of Health and Safety at Work Act and other legislation.

· To implement risk management and loss prevention strategies in the school to reduce insurance costs, and in the management of any third party contracts.

· Be responsible for the ICT provision of the school

· To lead on HR related issues.

· To line manage the premises and administration staff as required, and identify their development needs as appropriate.

· To advise the Head Teacher and Governors on policy issues and the implementation of these policies in the school.
Job Profile Title
Person Specification

Knowledge/Education

· To have a certificate in School Business Management (CSBM) or a relevant professional qualification in financial management/HR

· First aid training
Experience

· Experience at Senior Level in Education or in Financial Management with a track record of delivering strategic goals
Policies Procedures

· Comply with and contribute to all school policies and procedures relating to safe guarding, health, safety and security, behaviour & anti-bullying, confidentiality and data protection, reporting all concerns to an appropriate person

· To develop, implement and manage administrative, financial and site management policy and procedural requirements.
Systems/Applications

· Proficient in the use of IT to support school systems
