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 Stockport Council

Job Description



	Job Title:   School Business Manager-Level F                             




Department:


Directorate :                      Children & Young People     

               
	Vacancy Number:
  

Salary Grade: 



	Post Reports to:                Headteacher

Post Responsible for:        Support staff with the school 


	Main Purpose of the Job:  
With an understanding of a vision for the school, advise the Headteacher and offer leadership in financial management.

Strategically maximise income generation and manage the budget to have greatest impact on learning



	SUMMARY OF RESPONSIBILITIES AND PERSONAL DUTIES:
Major Duties and Responsibilities:    
1. Budgets
2. Personnel
3. Estate  Management 

4. Whole School Administration

Resources:   
1. School cash eg dinner money, school trips, school collections

Job Activities:
Budgets 

2. Advise Headteacher  & Governing Body on investment and financial policy, prepare appraisals for particular projects and develop a long term business plan for the school

3. Prepare annual estimates of income and expenditure;  monitor accounts;  prepare regular management accounts for budget holders and give financial reports to Governing Body

4. Manage school accounts efficiently and according to agreed procedures.

5. Order, process and pay for all goods and services

6. Operate all bank accounts – ensure monthly reconciliation

7. Maintain an assets register

8. Prepare invoices and collect fees

9. Liaise with auditors

10. Prepare financial returns for the DfES & LEA

11. Be responsible for the school’s VAT liabilities and advise on charitable status

12. Maximise income generation.   

13. Secure bid based funds Liaise with businesses for fund raising

14. Be the point of contact for grant applications, gifts and donations

15. Negotiate, manage and monitor contracts

Personnel

1. To be responsible for recruitment processes - including safeguarding and liaison with HR .

2. Maintain confidential staff records

3. Manage support staff within the school

Estate Management

1. Be responsible for the maintenance of school site and buildings and efficient operation of facilities on the property.

2. Liaise with fire service re safety requirements.

3. Keep records of and initiate termly fire drills and regular alarm test

4. To be responsible for the security of the school site

5. To be responsible for the upkeep of playing fields and all weather surfaces

6. Purchase and ensure furniture and fittings are repaired and maintained

7. Advise the Headteacher on Health and Safety issues specific to school

8. Conduct an annual risk assessment of the premises

9. Act as school Health and Safety co-ordinator

10. Be responsible for the letting of the school premises

11. To advise the Head and GB on insurance issues

Whole School Admin

1. To be responsible for the computerised Management Information System and full computerisation of the admin accounting and record system

2. To produce all school records and publications

3. To maintain pupil records, including assessment information

4. Be responsible for obtaining the necessary licences and permissions



	This Council is committed to safeguarding and promoting the welfare of children and young people and expects all staff within this area to share this commitment and to have understanding of the common core skills and knowledge.
To work positively and inclusively with colleagues and customers so that the Council provides a workplace and delivers services that do not discriminate against people on the ground of their age, sexuality, religion or belief, race, gender or disabilities.

To fulfill personal requirements, where appropriate, with regard to Council policies and procedures, health, safety and welfare, customer care, emergency, evacuation, security and promotion of the Council’s priorities.
To work flexibly in the interests of the service. This may include undertaking other duties provided that these are appropriate to the employee’s background, skills and abilities. Where this occurs there will be consultation with the employee and any necessary personal development will be taken into account.
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