	Job Description - School Business Manager
Reports to: Headteacher and Governing Body
Grade: SCP  30 - 33 £40,777 - £44,075   
Salary: Pro-Rata of 92.44% - £37,694.26 - £- £37,694.26 - £40,742.93 Contract: Permanent 35 hours a week plus 2.5 inset days per year
This job description contains main accountabilities of the post and does not describe in detail all of the tasks required to carry them out.  All staff in our school are expected to be flexible to ensure the optimum means of organising and affecting learning.


	Safeguarding

	
· To carry out the role of Deputy Designated Safeguarding Lead on behalf of the school.  Access all appropriate annual training and ensure the systems and process deployed are compliant with KCSIE. Be a proactive member of the Safeguarding Team within the Senior Leadership Team 
· Ensure all safeguarding procedures are up-to-date and compliant with current legislation and guidelines.
· Monitor all visitors to the school ensuring safeguarding information is received and recorded where necessary. 
· Maintain the School Single Central Record (SCR) and is available for inspection. 
· Process all DBS applications.


	Main responsibilities and tasks 

	
· To take the lead on the school’s strategic approach for school operations, managing Finance & Human Resources on a day-to-day basis, with an overview of Premises & Facilities, Health & Safety, Data Administration, Compliance, IT, Asset Control, and Marketing.  
· Ensure that the school is fully prepared to meet OFSTED requirements; audit and financial standards.
· Strategically lead and ensure achievement of School Financial Value Standard.
· Develop marketing strategies and business links to ensure best value, enhance effectiveness leading to improved outcomes.


	Finance

	
· To line manage the office staff and premises staff; while also liaising closely with the kitchen manager.
· Oversee and maintain day-to-day financial management, month-end reconciliation and finance data submission to the Local Authority; complete end of year financial closedown.
· Budget setting and monitoring – ensure regular reporting of the budget to the Headteacher; working closely with the allocated school’s Finance Officer, Headteacher and Governors.
· Cash-flow forecasting and control. 
· Ordering and payment processing. 
· Banking arrangements. 
· Prepare and present finance reports to governors’ meeting as requested. 
· Responsible for the strategic management of all financial planning and budgeting across the school, ensuring the effectiveness of administrative processes and compliance with financial regulations.
· Identify opportunities for additional funding, writing bids, as required by Headteacher.
· Manage the tendering of all service contracts; monitoring all insurance policies with a view to cost effectiveness and ensuring that the school maximises its potential from the LA.
· Management of SLA/contracts.
· Deliver financial training, advice and support to all budget holders and the Governing Body in accordance with financial regulations.
· Monitor the standard and cost effectiveness of the external catering service, ensuring school meal update is high and standards are exceptional.
· Ensure all Finance policies, procedures and processes are kept up to date and regularly monitored for their effectiveness. 


	Management and Information Systems (MIS) 

	
· Maintain personnel records. 
· Oversee maintenance of pupil data records.
· Responsible for submission of all returns and relevant information; internal and external i.e., Census, School Workforce Census, Key Stage results etc.
· Complete end-of-year procedures (FMS, Access & Arbor).
· To liaise closely with the school’s DPO (Data Protection Officer) 
· To manage the efficient and effective running of the general office as one of the school’s main points of public contact, as well as the centre of daily administration.
· To lead planning of the effective provision of ICT resources for the school including hardware/software. 


	Staffing

	
· Co-ordinate the recruitment of staff – Placing adverts, corresponding with applicants, seeking references, applying for DBS, processing online checks - ensuring all recruitment processes run smoothly.
· Overall management responsibility for an effective payroll system.
· HR/Payroll issue contracts, submit new starter forms/leavers forms/ payroll variation forms/ etc.
· Submit monthly pay claims/absence returns (Oracle).
· Complete staff maternity claims.

· Contribute to the development of staff through staff induction.


	Communication

	
· Prepare and issue correspondence to parents including general information and specific issues regarding pupils via email or Class Dojo
· Maintain the excellent relationships that have been built with parents ensuring that school is a welcoming safe environment for parents and visitors. 
· Maintain the good working relationships we hold with all school stakeholders and external agencies ensuring that the schools aim’s, objectives and ethos are promoted at all times. 
· Comply and ensure staff are aware of school policies and procedures relating to child protection, health, safety and security, confidentiality and date protection with staff reporting concerns to SLT.
· Attend and participate in meetings as required. 
· Contribute to the school ethos, aims and development plan.


	Admissions

	
· Co-ordinate the admissions arrangements for school and Nursery 
· Co-ordinate Y6 pupil transfers to Secondary School 
· Transfer pupil data to new schools (CTF files) 
· Monitor population analysis and pupil mobility, sharing information as necessary


	Premises and Health & Safety

	
· Co-ordinate the overall effective management and maintenance of the buildings, facilities, grounds, fabric and furnishings of the school; liaising closely with other agencies (e.g. Liverpool Archdiocese, allocated surveyors etc.)
· To be a named member of staff to coordinate Local Authority and Archdiocesan Capital Building projects across the whole site.
· To work with the caretaker on recording and reporting of RISK Management and H&S procedures of premises issues to the Headteacher and Governors.
· Support the Headteacher in outlining priorities for premises work and coordinate the budget for these works. 
· Work with the Headteacher and/ or caretaker on day-to-day premises matters. 
· Liaise with the caretaker in ordering cleaning supplies and line-managing premises staff. 
· Be aware of general health and safety issues and legislation and undertake training as needed. 
· Work with the Headteacher and/ or caretaker on day-to-day health and safety matters. 
· Liaise with caretaker and/ or external agencies with regard to health and safety matters eg inspections/ audits. 


	Organisation

	
· Strategic responsibility for the development and implementation of policies and procedures across the school.
· Identify the need for and be responsible for securing appropriate licenses and insurance.
· To lead the school through national and local guidelines, policy and statute etc. offering advice and guidance to the SLT and the Governing Body.
· To manage and resolve complex telephone and face to face enquiries in accordance with school policies and procedures.
· Responsible for the organisation of school trips, visits by the photographer, linked schools, Parents etc. including insurance and risk assessments.
· Contribute to school’s commitment for building in opportunities for developing joy, awe and wonder for all children.





