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	School Business Manager Job Description


Job Purpose

The postholder reports directly to the Head Teacher and is responsible for ensuring that all non-teaching aspects of the school run efficiently and effectively. The postholder is a member of the Senior Leadership Team (SLT) and is expected to contribute to the continuous improvement of the school’s services.

Main Activities

Financial
· Attend meetings with Accountant and Head Teacher for planning, monitoring and reconciling budgets.
· Preparation of financial reports as requested and attendance at Governing Board meetings to discuss finance matters as required.
· Secure funding to which the school is entitled and be the point of contact for other agencies with regard to grant applications, gifts and donations.
· Monitoring of all income and expenditure relating to internal budgets.
· Utilise the school’s computerised financial systems (Agresso) to authorise orders and process invoices.  Advise staff on requisitioning procedures as appropriate.
· Operation of all bank accounts, including school fund and delegated accounts.  Raising of invoices and taking advice from the LA where necessary to recover bad debts.  Ensure the School Fund account is audited annually.
· Responsibility for the use of purchase card for school purchases and reconcile bank statements.
· Provide statistical information to enable the school to respond to deadlines for government, LA and school reports in regard to financial returns, etc.
· Development of school financial policies and procedures in line with LA requirements.
· Have a sound knowledge of LA purchasing procedures including the use of preferred providers and principles of best value purchasing. 

Human Resources 
· To be responsible for the management of all electronic and paper files of staff personnel records, maintaining confidentiality at all times.
· To be responsible for all administration relating to staff recruitment via the Tribepad system, including obtaining references, CRB disclosures, medical clearances and liaison with the LA regarding the issue of new contracts of employment.
· Responsibility for the Single Central Register, ensuring it is accurate and kept up to date.
· Responsibility for absence monitoring, ensuring that PIMS has been updated as necessary.
· Processing of staff timesheets for overtime within the agreed timescales. 
· To develop, maintain and monitor a record of staff training.
· Responsibility for the management of the school administrative and premises staff.  
· To maintain confidentiality at all times in respect of school related matters and to prevent disclosure of confidential and sensitive information.

Premises 
· Work with the Site Manager to implement the site decisions of the Head Teacher and Governors.
· Share responsibility with the Head teacher and Site Manager for the maintenance of the school and buildings. 
· Lead the planning and implementation of any new capital and refurbishment projects. 
· Work with the Head Teacher and Site Manager to ensure that all contracts are maintained to the highest quality and provide the school with value for money; 
· Ensure that recommendations made by the external health and safety company are implemented in a timely manner. 
· Carry out administrative procedures associated with letting of school premises and liaise with the Site Manager as necessary to ensure smooth operation of the letting procedure.
· Negotiate, manage and monitor contracts, tenders and agreements for the provision of support services; 
· In conjunction with the Site Manager manage the asset management system. 

Administration
· Responsibility of archiving of both financial and personnel records.
· Responsibility for the safe disposal of all archived records after the prescribed time scale.
· Responsibility for clerking Governing Board Committee meetings and the issue of any documentation within agreed timescales. 
· Responsibility for ensuring Governor data is updated on school website and GIAS.
· To minute ad-hoc meetings as required. 
· Produce correspondence as required by the Head Teacher. 

ICT
· Hold overall responsibility of system access, inputting and extracting data and producing statistical returns as required by LA, the school, Governors and the government, including the CFR return.
· Act as network administrator in conjunction with the ICT Co-ordinator, to maintain administrative network duties.

Support for the School
· Be aware of and comply with policies and procedures relating to safeguarding, health and safety, security, confidentiality and data protection.  Report all concerns to the appropriate person.
· Contribute to the overall ethos, work and aims of the school.
· Assist and liaise effectively with external auditors, customers and suppliers to ensure optimum performance of school.
· Participate in training, other learning activities and performance development as required.
· Attend and participate in meetings as required.
· Any other duties commensurate with the duties/responsibilities/grade of the post.
· All staff in school will be expected to accept reasonable flexibility in working arrangements and the allocation of duties, including duties normally allocated to posts at a lower responsibility level, in pursuance of raising pupil achievement and effective team working.


	



image1.jpg
URY
,\\»\59 (v,

S Py
& %,
& Z
o 3
s £
< -
©
-3 13
& <
% S
<o S

LIVING LIFE IN ALL ITS FULLNESS




