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	Job Description
	School Business Manager

	Disclosure level:
	Post is subject to a current enhanced disclosure


	Reporting to:
	· Head Teacher

· Governing Body

	Working with:
	· Head Teacher

· Senior Leadership Team

· Governing body

· Contractors

· All Stakeholders of the school

· LCC School Improvements

· LCC Payroll
· LCC
· HR Advisor

· Lloyds Bank

· Diocese

· Auditors 

· Ofsted

	Whilst every effort has been made to explain the main responsibilities and duties of the post, each individual task to be undertaken will not be identified.  Employees will be expected to comply with any reasonable request from their line manager to undertake work of a similar level that is not specified in this job description. The job description is current to the date shown but, in consultation with you, it may be changed by the Head teacher to reflect or anticipate changes in the job commensurate with the grade and job title.

	Main purpose of the role

	Provide strategic support and guidance to the Head teacher and other Senior Leaders on all non-Teaching and Learning functions. Working closely with SLT, this role will administer the core business functions of the school including admissions, finance, budgeting, HR, premises, maintenance, development and staffing, Health & Safety, School Calendar, Service Contracts and performance, catering, lettings and day to day operational aspects. 


	Core responsibilities and tasks

	· Appraisal and Continuous Development of the employees in the relevant posts.

· Assisting the school to be fully prepared to meet OFSTED requirements, through your accountability for the management and maintenance of school’s Single Central Record and Health and Safety.

· Audit and Financial Standards. 

· Line management responsibility for the Site manager, cleaning, catering, midday and administrative staff indicated.

· Advise on and implement the day-to-day support, that enables the school to operate effectively and efficiently, and that allows other members of the leadership team to focus on teaching and learning.

· Develop and produce strategies for the provision of a range of business support activities, including office support, operational business development, monitoring processes, and estate management to enhance and support the school’s service provision and help it meet the challenges of delivering a value for money service to the school and the wider community.

· Produce an annual business plan for the school to monitor and improve the effectiveness of the deployment of resources against future business and school needs and the achievement of income targets. Ensure this is updated with the LCC Audits and report half termly to the Head teacher and Governing body.
· Establish and maintain an overview of future technology and systems to enhance business provision as well as representing the school on relevant forums, associations and cluster boards.

· Manage the school budget ensuring it is allocated effectively against set business targets and that this meets school, local and national financial procedures, guidelines and requirements.  
· Ensure monthly reports and statutory financial information is accurately sent to the Liverpool Local Authority.
· Direct and lead the support staff team to ensure that operational and business targets are met and initiate the development of a continuous improvement programme to ensure school needs are met and that best value for money is derived.

· Develop strategies for business marketing of the school to ensure and maintain a positive high profile within the wider community, to attract funding for designated projects, to maximise use of the school’s facilities for the wider community and to achieve an income generation target to support the needs of the school.

· Participate in strategic decision making to ensure that the business service implications of all decisions are duly considered and particularly that all financial implications are rigorously explored to ensure the viability of strategic decisions.

· Maintain contact with key community partners to develop shared initiatives and to champion high quality learning opportunities and to meet wider community need.   

· Promote, plan and monitor continuous improvement of departments and staff members in all areas the Business Manager is responsible for.

· Under the direction of the Headteacher, lead on all financial matters in school, to ensure the school’s successful financial performance and to ensure financial decisions are clearly linked to the school’s strategic goals. 

· Implement school-wide changes and allocate resources in line with the school improvement plan, putting policies and procedures in place and communicating them to staff. 

· Take all decisions in line with the vision and values of the school, providing an exceptional service for ALL groups of children and their families, and encourage others to do the same. 

· Contribute to the process of admissions.
· Monitor developments in technology and consider how it can be used to enhance the school’s business processes, teaching and learning, and staff wellbeing.

· Keep abreast and interpret local and national policies which may affect school finances, enabling planning of resources in the mid-term and the long-term. Be aware of the new obligations and changes in policy both locally and nationally and lead on change process to comply with changes. 

· Advising and guiding on both internal policies and external rules and regulations in relation to financial and other resources.

· Report to the Headteacher weekly and provide half termly reports to the Board of Governors and relevant agencies where appropriate. 

· Ensure alignment with overall Diocese strategy and vision – report to and work collaboratively with Diocese officers and Head teacher.
· To identify opportunities for additional funding and prepare bids for funding as required by Headteacher/Governors.

· Managing the tendering for all service contracts; monitoring all insurance policies, with a view to cost effectiveness; and ensuring that the school maximizes its potential from the LA.
· Management of relevant SLA/contracts in relation to the provision of services and presentation of recommendations as a result of ongoing monitoring and evaluation of contracts to SLT and Governing Body.

· Ensure the school has appropriate financial systems and manage all aspects of these systems in accordance with agreed policies and timetable (termly), ensuring accurate financial records are maintained and report on a regular basis to the Headteacher, Senior Leadership Team and Governors to inform decision making.
· Management of the Finance and Payroll team. Management and monitoring all aspects of the School’s Bank Accounts, including monthly bank reconciliations.

· Manage the school’s payroll provision with the payroll provider. 

· To maintain confidentiality at all times in respect of school-related matters and to prevent disclosure of confidential and sensitive information. 

· To undertake any other duties of a similar level and responsibility as may be required. 

· Act as a positive role model to staff and students.

· To have personal responsibility for own continuing professional development.

· To promote equality as an integral part of the role and to treat everyone with fairness and dignity.

· To recognise health and safety is a responsibility of every employee, to take reasonable care of self and others and to comply with the health and safety policy and any school-specific procedures / rules that apply to this role.

· Sacred Heart is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.
· Play a full part in the life of the school community, support the school’s priorities and Catholic ethos, and encourage staff and students to follow this example. 

· The post holder will be expected to ensure that output and quality of work is of a high standard and complies with current legislation / standards. 

· Whilst every effort has been made to explain the main duties and responsibilities for the post, each individual task undertaken may not be identified, especially in the context of a new and growing school which requires flexibility in all of its employees. 

· The governing body is committed to safeguarding and promoting the welfare of all young people and expects all staff to share that commitment. The post will be dependent on a satisfactory Disclosure & Barring Service (DBS) record check and acceptable references.
Human Resources. 

· To be responsible for the HR Function in school including safer recruitment. 

· Calculation and input of contractual and salary details for new appointments and changes to existing staff contracts.

· To be responsible for ensuring compliance with all employment legislation including regular liaison with the independent HR Advisor. 

· To be responsible for advising the Headteacher and Governors on all HR, employment and pay legislation.

Facilities: (In conjunction with the Site Manager)

· Oversee the work and line manage the Site manager and related staff and ensure that appropriate facilities records are maintained.

· School Liaison Officer for major capital projects involving attendance and input at pre-contract and site meetings.

· Manage school led capital projects ensuring health and safety of students and staff.

· Develop a rolling programme for redecoration and refurbishments and identify and prioritise repair and improvement tasks.

· Ensure that the proper maintenance and repair of the school is carried out and progress monitored.

· Plan all work within facilities team and with outside contractors to minimise disruption to teaching and learning. 

· Maximise, within staffing levels, work done during school holiday time.

· Ensure repair and maintenance of school is carried out either within emergency repairs or in-house, as appropriate.

· Prioritise projects in line with School Improvement Plan and attend and report to Governors.

· Oversee community use of the school, where relevant.

· Maintain/Improve, within budgetary constraints, security measures on site.

Cleaning:

· Line Management of the Cleaning Team.

· Ensuring the School and any related properties are cleaned to a high standard. 
School IT Network and Reprographics.
· Review ICT systems in use by the school and contribute to the school strategic plan for ICT to support teaching and learning and business management processes.

· Research and recommend admin, finance, communication and ICT systems and packages that will support the school’s development. 

· Ensure the reprographics service is operated in an efficient and effective manner, ensuring materials are available as required.


