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	School Business Manager

	Grade 5 (pay range 20-25)

	Job Description	

	Overview
This is a senior level post requiring a good knowledge of organisation policies and procedures and will include ad hoc duties requiring initiative. 

The post holder will be expected to provide support to Academies within the Trust.

The post holder will be expected to respond to unanticipated problems and situations, exchange complicated or sensitive information orally or in writing with a range of audiences and demonstrate sensitivity and tact in contentious situations. 

The post holder will organise their own workload and may have responsibility for the supervision and training of other employees.

The post will report to the Headteacher and Chief Finance Officer (CFO).

The position also incorporates taking responsibility for financial compliance within statutory and legal requirements; as well as being responsible for financial management and reporting across the school.

	Duties
Examples of the role and responsibility of a similar level may be undertaken and are
not excluded simply because they are not itemised.

Finance 
· Preparing the 3-year budget plan in conjunction with the head teacher or senior leadership.  
· Monitoring budgets to ensure that schools do not overspend. 
· Producing monthly management reports and other financial information as required by the school. 
· Presenting reports for Heateacher & Governors, interpreting information for non specialists.
· Ensuring trust financial deadlines are met. 
· Reviewing staff costs and producing staffing scenarios 
· Ensuring compliance with trust procedures. 
· Entering transactions and overviewing transactions entered by support staff. 
· Acting as authorising officer for financial documentation in line with the record of financial responsibility. 
· Participating in business information meetings, other relevant meetings and working groups. 

HR and Payroll 
· Ensure recruitment and selection procedures are followed correctly. 
· Undertake safer recruitment training 
· Process all staff contract changes and maintain an up to date database of staff contracts and costs. 
· Undertake the day-to-day management of administrative/finance staff, supporting the head teacher in setting work priorities and resolving problems as required. 
· Monitor work performance, identify staff training needs, evaluate the effectiveness of training and keep accurate records. Carry out induction and performance reviews. 
· Producing termly absence management reports

Administration
· Overseeing ordering procedures and purchasing of supplies
· Promoting and authorising external lettings
· Overseeing the administrative procedures relating to school meals, clubs etc
· Keeping operating procedures under review to identify areas of potential development and/or improvement and make recommendations. 
· Ensuring that all administrative activities are carried out in accordance with trust policies and procedures. 
· Supporting the Headteacher as required including maintaining confidential records. 

Premises Management 
· Supporting and working with premises staff to carry out periodic inspections, ensuring inventory checks are undertaken and appropriate records are maintained, authorising repair/replacement as necessary.
· Ensuring that regular inspections of buildings and grounds are undertaken and approve any maintenance. 
· Liaising with the trust with regard to maintenance/repairs/ cleaning, ensuring that all works are within budget and to satisfactory work standards. 

The duties listed above are examples of duties at this level and other duties or a similar level/nature may be undertaken by individuals and are not excluded simply because they are not itemised.





	Criteria
	Person Profile
	Essential
	Desirable

	Technical or specialist
	Relevant qualification, degree or equivalent knowledge

	✔
	

	
	Experience of managing a staff, ideally across different work areas

	
	✔

	
	Experience in an administrative and/or financial environment
	✔
	

	
	Knowledge of school policies or procedures
	
	✔

	
	Good understanding of financial regulations

	✔
	

	Literacy and numeracy
	Ability to prepare a range of financial information/documents/invoices
	✔
	

	
	Ability to complete reports 
	✔
	

	
	Understand a range of organisation & financial procedures and the ability to disseminate to others
	✔
	

	
	Ability to analyse, monitor and evaluate and make recommendations on financial information
	✔
	

	General knowledge
	Ability to use general office equipment
	✔
	

	
	Knowledge of school’s computerised systems including specialist software. e.g Orovia, Civica
	
	✔


	
	Experience of spreadsheets and word processing
	✔
	

	
	Good understanding of current legislation and its impact on the school
	
	✔

	Interpersonal & Communications skills
	Produce and present information at meetings including budgetary decisions
	✔
	

	
	Carry out induction and in-house training for support staff
	
	✔

	
	Advise and guide line manager/senior staff on significant discrepancies
	✔
	

	
	Excellent communication skills with staff at all levels providing detailed information and resolving typically complex problems
	✔
	

	
	Expected to handle highly confidential information with tact, diplomacy and sensitivity
	✔
	

	
	Ability to maintain appropriate level of confidentiality
	✔
	

	
	Make & receive telephone calls, answer complex and technical queries
	✔
	

	Level of autonomy
	Manage own workload and work of a team to ensure deadlines are met through the completion and return of necessary documents.
	✔
	

	
	Make a range of decisions on operational issues, allocation of work to team, ordering supplies etc
	✔
	

	
	Identify potential  difficulties/issues, analyse them and make recommendations
	✔
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