School Business Manager
Job Description (depending on experience)
SCALE: PO3- P04

Term Time + 2 weeks
PERSON REPORTS TO 

The SBM will be responsible to the Head of Finance and Operations as their line manager 

PURPOSE OF THE JOB

To be responsible for all aspects of the finance lifecycle, Personnel Management, Site Management, Administration, and all matters within the management of the school which are supportive to, but do not involve, the teaching function. There will be times when there is an expectation to work across the Federation. 
P04 To be a full member of the Leadership & Management Team (LMT).
_____________________________________________________________________

PERSON SUPERVISES
PO1 Office/admin staff
PO2 Office staff and Site Supervisor

PO3 /PO4 More than 2 groups of staff or more [specify] eg. including admin, clerical and finance staff; premises and maintenance staff; cleaners; teaching assistants; lunchtime supervisors.
_____________________________________________________________________
EQUAL OPPORTUNITIES

The Council has a strong commitment to achieving equality of opportunity in both services to the community and the employment of people and expects all employees to understand and promote its policies in their work.
_______

ROLES & RESPONSIBILITIES

PO1

1. To be responsible for own continuous professional development.
2. To be responsible for administrative support for governors and head teachers.
3. To monitor and evaluate school admin, finance, and health & safety procedures and identify risk areas. 

4. Allocate and monitor the quality of work and progress of work in their teams

5. To liaise effectively with colleagues, governors, local authority and contractors 

6. Responsible for the recruitment and selection of staff within their area of responsibility.

7. Responsible for ensuring the recruitment and selection of all staff within the school is in line with legislation, regulation, professional and occupational standards, frameworks and codes of practice requirements, and for the administration of those processes.
8. Responsible for performance appraisal of staff within their team.

9. To identify and manages unacceptable or poor performance issues of teams or individuals.

10.  To set and monitor school budgets and maintain accurate financial information using the Financial Management Systems (FMS) and Access Budgeting Software. 
11. To contribute to the effective management of school physical resources.

12. To be a member of a school project team as required and assist in monitoring its effectiveness.

13.  To maintain and monitor information to assess school performance.

14. To be responsible for any cash transactions within the school.
PO2

As above plus

1. Provide guidance to enable governors and leadership teams to be compliant with regulatory requirements
2. To monitor and evaluate school admin, finance, and health & safety procedures, identify risk areas, suggest remedies and implement changes after agreement from the head teacher. 

3. To contribute to the measurement, analysis and review of school performance, including benchmarking information against other similar schools.

4. To undertake effective procurement processes to ensure value for money.

5. To be responsible for ensuring that health and safety requirements are met in line with legislation, regulation and codes of practice requirements.

6. To identify, obtain, monitor and effectively and efficiently use school physical resources. 

7. To manage school projects and monitor their effectiveness.
8. To manage and develop effective partnerships and relationships with all school community stakeholders.

PO3

As above plus

1. Develop processes within the school whereby governors can effectively meet their responsibilities.
2. To identify potential risks in relation to achieving strategic objectives and make effective contingency plans.

3. To plan, lead and implement change across own areas of responsibility.

4. Lead and monitor the quality and progress of work across whole-school teams.
5. To manage and monitor contracts, tenders and agreements for the provision of support services.

6. To manage school budgets and maintain accurate financial information, using Access Management Systems, to assist effective monitoring and achieve school goals.
7. Having the understanding and ability to effectively use FMS financial accounting systems. 

8. To maximise income through lettings and extended services provision alongside the Head Teacher.
9. To plan long-term financial budgets considering value for money, school improvement plan priorities and trends affecting future school budgets.
10. To manage existing school technology systems.

11. Working alongside the Facilities Manager and premises staff to liaise on all health and safety issues within the school.

12. To identify, plan and monitor the use of required school physical resources

13. To manage effective school business processes to deliver school requirements.

14. To ensure production of effective school marketing literature and monitor and evaluate its impact. 

15. To pro-actively engage with and develop partnership initiatives with other schools, services, education institutions and local businesses to further school community services.

16. To manage, monitor and review consistent data and benchmarks to ensure school performance targets are met.

PO4

As above plus

1. To role model exemplary time management and work-life principles.

2. To monitor compliance with legal, regulatory, ethical and social requirements across extended services.

3. To negotiate, manage and monitor contracts, tenders and agreements for the provision of support services.

4. Lead and monitor the progress of work across extended schools, using school money software, and multi-agency teams.

5. Strategically leads and monitors the financial requirements across extended schools and multi-agency teams.

6. To proactively seek and manage additional finance streams, including fundraising, bids and asset management processes.

7. To assist on all health and safety issues within the school, ensuring that health and safety is prioritised across extended school services, informing the school’s strategy, planning and decision making.

8. To lead extended school business processes.

9. To develop and review a framework for marketing school services to a range of audiences.

10. To lead on using data and benchmarking to monitor school performance across extended schools.
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Person Specification  

	REQUIREMENT
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	Knowledge/Skills

	PO1

	Demonstrate a good working knowledge of Windows and Office products (Word, Excel, email etc.)
	(
	
	Application Form / Interview / Test

	Good level of numeracy skills
	(
	
	Interview / Test

	Ability to read and assimilate a wide range of information
	
	(
	Interview 

	Good verbal and written communication skills
	(
	
	Interview / Test

	Experience of dealing with the public, in person and on the telephone
	
	(
	Application Form / Interview

	Good organisational skills: with supervision, an ability to manage time efficiently, prioritise workloads appropriately, and work effectively under pressure
	(
	
	Interview / Test

	Experience of working in schools utilising FMS accounting software
	(
	
	Application Form

	Understands the importance of teamwork and teambuilding techniques.


	(
	
	Interview 

	Ability to exercise confidentiality and discretion
	(
	
	Interview

	Clear record of good punctuality and attendance
	(
	
	Interview / References 

	Awareness of current and emerging trends in education policy nationally and locally


	
	(
	Interview 

	Demonstrates understanding of managing staff


	(
	
	Interview

	Knowledge of school budgetary systems and how to monitor them effectively.


	(
	
	Application Form / Interview / Test

	Knowledge and understanding of financial management principles and good practice, including audit requirements.


	(
	
	Application Form / Interview / Test

	Knowledge of education sector-specific legislation, regulation, guidelines and codes of practice relevant to the post.


	(
	
	Application Form / Interview

	Understanding of ways to prepare, manage and monitor budgetary systems that ensure value for money.


	(
	
	Application Form / Interview 

	Demonstrates a good knowledge of strategic management in schools and school improvement planning


	(
	
	Application Form / Interview / Test

	Understanding of effective principles for fundraising and grant writing.


	
	(
	Interview 

	Knowledge and understanding of project management tools and techniques commonly used within the education sector.


	
	(
	Interview 

	Knowledge and understanding of marketing strategies


	
	(
	Interview 

	Qualifications

	PO3

Studying for /willing to study for Diploma in School Management


	(
	
	Application Form / Interview 

	PO4

Diploma/Advanced Diploma in School Management


	
	(
	Application Form / Interview 

	Experience

	PO2

Experience of managing staff  

In-depth knowledge of Health & safety risk, issues, and legislation in relation to education.

Knowledge of asset management processes.

Understanding of tracking systems, analysing data and benchmark systems.
	(
(
(

	(

	Application Form / Interview 

	PO3

All the above plus:

Experience of managing staff  and demonstrates knowledge of managing staff in a variety of settings.


	(
	
	Application Form / Interview  

	Skills and Abilities

	PO1

Able to apply  time management, planning and delegation tools effectively

Demonstrates a problem solving approach to all areas of work.

Ability to communicate effectively with colleagues, governors, parents, local authority and other stakeholders.

Able to access, analyse and interpret information.


	(
(
(
(

	
	Application Form / Interview / Test

	PO3

All the above plus:

Able to demonstrate creative thinking.

Able to use data and benchmarking to set targets to monitor whole school performance.


	(
	(
	Application Form / Interview / Test

	PO4

All the above:

Able to demonstrate leadership skills


	(
	
	Application Form / Interview / Test

	Personal Style and Behaviour

	Acts with integrity, honesty and fairness
	(
	
	Interview/References 

	OTHER SPECIAL REQUIREMENTS

	Must be willing to work out of hours as required.
	(
	
	Application Form / Interview


