Job Description: School Business Manager

Salary : 		Band 7 (£29,636-£32,029)

Hours/weeks:	 36.25 hours per week/ 41 weeks 
               
Reporting to:		Head teacher

Purpose of the role:	 
· To provide professional leadership and management of support staff to enhance their performance
· To ensure the professional and efficient delivery of support services across the school
· To strategically manage resources ensuring they support the school’s key aims and objectives

Location: 
Office based but travelling to other locations may occasionally be required
Duties and Responsibilities 
Leadership & Strategy

· Negotiate and influence strategic decision making within the school’s senior leadership team
· Plan and manage change in accordance with the school’s development plan
· To lead and manage all support staff

Financial Resource Management

· Prepare, manage and monitor the school’s budget
· Prepare and maintain medium term financial forecasts to ensure future financial stability
· Oversee  the school’s accounting function ensuring up to date and accurate accounts are maintained
· Prepare statutory financial returns for key stakeholders
· Manage the school’s investments
· Oversee the school’s internal control framework

Administration Management

· Manage the whole school administration function 
· Establish and use effective administrative systems 
· [bookmark: _GoBack]Ordering resources

Management Information & ICT

· Ensure the school has a strategy for using technology that is aligned with the overall vision
· Consider approaches for existing use and future plans to introduce or discard technology
· Establish systems to monitor and report on the performance of technology
· Ensure support, resources and training are in place to enable stakeholders to make best use of IT
· Ensure adequate data collection systems are in place, including retention and disposal.


HR Management

· Manage recruitment, performance management, training and development for all support staff
· Maintain HR policies and procedures
· Manage the schools payroll function
· Support senior management with work force planning and organisational design
· Prepare and monitor statistics on HR matter such as absence management, staff satisfaction
· To ensure that the Single Central Record is kept up to date and fully compliant. 

Facilities Management

· Ensure ancillary services such as catering are monitored and managed effectively
· Manage the letting of the school’s premises to external organisations
· Oversee the insurance procurement process
· Oversee the school’s health and safety function to include managing policies and risk assessments

Marketing and Income Generation

· Prepare and monitor the school’s marketing strategy
· Monitor all external and internal communications to ensure they represent the school’s values and vision
· Generate additional revenue by bid writing and grant applications

These duties and responsibilities should be regarded as neither exhaustive nor exclusive as the post holder may be required to undertake other reasonably determined duties and responsibilities commensurate with the grading of the post.












Person Specification:  School Business Manager
	
	Essential
	Desirable

	KNOWLEDGE/QUALIFICATIONS
	
	

	Recognised management/business degree or other equivalent qualification such as CSBM, DSBM, ADSBM 
	
	

	A record of continuing professional development

	
	

	A working knowledge of accounting and financial management
 
	
	

	Well-developed ICT Skills

	
	

	Understanding of the education sector

	
	

	EXPERIENCE
	
	

	Managing strategic financial plans and budget monitoring

	
	

	Managing a finance function

	
	

	Leading and managing projects

	
	

	Change management

	
	

	Leading and managing teams

	
	

	Working with a range of internal and external parties 

	
	

	Making efficiency savings

	
	

	Managing and monitoring policies, systems and processes

	
	

	SKILLS/ BEHAVIOURS/QUALITIES
	
	

	Strong interpersonal, written and oral communication skills

	
	

	Self-motivated with high levels of personal drive

	
	

	Strong analytic skills with attention detail and high levels of accuracy

	
	

	The ability to work in close harmony with all staff

	
	

	Flexible and adaptable to changing business demands

	
	

	The ability to enthuse and inspire others

	
	

	Strong organisational and  time management skills


	
	

	Ability to work under pressure and meet deadlines
	


	



