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	SCHOOL:                   
	SECTION: 


	POST TITLE: School Business Manager (Primary) 

	POST REFERENCE NO:  
	GRADE:  8

	RESPONSIBLE TO: Head teacher 
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EMPLOYEE SUPERVISION:  Responsibility for Supervision of Support Staff


	DATE AGREED:  
	BY WHOM:  

	PURPOSE OF THE JOB

Organise and supervise administrative systems within the school.  Contribute to the planning, development and monitoring of support services and/or management of support staff, including coordination and delegation of relevant activities.


KEY AREAS

Business Development

General Administration

Financial Management

Human Resources Management

Premises Management

Health & Safety

Extended Schools Activities



	DUTIES AND RESPONSIBILITIES

1.               Organisation

i) Work with the Senior Leadership Team (SLT) and wider staff representation to ensure the planning, development, design, organisation and monitoring of support service and whole school systems/procedures/policies are properly undertaken.

ii) Establish effective links across the school and collaborate with partners to identify and secure external/new funding sources.

iii) Contribute to the development and implementation of the overall ethos/work/aims of the school.

iv) Participate in training/development and other learning activities and performance development as required.

v) Be responsible for devising marketing and promotion strategies for the school, including the production of the school prospectus and promotional material.


2.               Administration

i) Determine the need and arrange for the provision, analysis and evaluation of data and detailed reports/information.

ii) Be responsible for the design and implementation of effective administrative procedures.

iii) Be responsible for the submission of relevant information to SLT, the Governing Body and outside agencies e.g. DFE.

iv) Be responsible for the school’s compliance in respect of data protection regulations 


3.                Financial Management

i) Be responsible for medium term planning, monitoring and evaluation of budget, including school bank accounts/funds, employee costs and petty cash.

ii) Ensure effective link between the school financial plan and the school improvement plan – necessary to achieving and maintaining the Schools Financial Value Standard (SFVS) and sustainable school improvement.

iii) Identify the need for, select and manage resources, including management of resource budget.

iv) Be responsible for the management of relevant areas of expenditure from the school budget and private school fund.

v) Be responsible for the effective management of financial administration procedures, including responsibility for compliance with financial regulations, fair funding scheme, LA procedures and audit requirements.
vi) Manage procurement of services.
vii) To ensure that all financial returns for the DFE/LA and other relevant agencies are prepared and in place.
viii) Provide routine and ad-hoc financial reports for the Headteacher and governors detailing budget position and expected outturn.
ix) Be responsible for securing all brokered and non-brokered services in accordance with the school’s Best Value statement.

x) Reporting of matters relating to premises (including costs and priorities for the future) to the Headteacher and Governors.
xi) Identify the need, and be responsible, for securing appropriate licences and insurance.
xii) Monitor school inventories or resources and ensure appropriately managed.


	4.               Human Resources Management

i) Be responsible for the line management and appropriate deployment of administration/lunch time staff in response to the schools needs.

ii) Undertake staff performance management reviews of managed staff.

iii) Assist the Headteacher in the implementation of LA policies, procedures and guidance.

iv) Be aware of and support difference and ensure equal opportunities for all.

v) Develop constructive relationships and communicate effectively with other agencies/professionals.




5.               Premises Management

i) Under the direction of the headteacher have responsibility for the school site and buildings.

ii) In conjunction with the Site Manager, provide effective liaison with external contractors/tendered services on site.

iii) Promote energy conservation and environmentally friendly solutions to premises issues.

iv) Agree with the headteacher the priorities for the school spending of devolved capital.

v) Agree with LA officers and other comapnies and oversee building projects.

vi) Ensure that named first aiders and fire wardens are effectively deployed.

vii) Be responsible for the management of facilities including use of premises by third parties.

viii) In co-operation with the fire service, to manage the installation and maintenance of equipment for protection against, and escape from, fire.



	
6.               Health & Safety

i) Under the direction of the Headteacher ensure compliance with policies and procedures relating to health, safety and security, confidentiality and data protection, actioning all appropriate reporting requirements where necessary.

ii) In liaison with the Site Manager, ensure that all records/files are maintained and up to date including risk assessments, policies, procedures etc. in line with LA H&S audit requirements.

iii) Ensure all accident and emergency procedures are regularly reviewed and complete accident returns/reports where appropriate.

iv) Represent the headteacher at meetings with the LA H&S Officer where appropriate.


7.               Extended Schools Activities

i) Under the direction of the headteacher assist in the planning, co-ordination and management of extended services and maximise income for these.

· Childcare facilities

· After school activities

· Parenting support

· Liaison with specialist support services

ii) Act as a liaison officer for the school with ‘Out of Hours’ agencies and third party users.

iii) Be familiar and comply with all relevant Health and Safety, Operational, Personnel, Child Protection, Data Protection, confidentiality and Financial Regulations, policies and procedures.

iv) Ensure equality of opportunity is afforded to all persons both internal and external to the authority, actively seeking to eliminate any direct or indirect discriminatory practices/behaviour.



	
8.               Other Duties and Responsibiliites

i) Represent the school at relevant meetings with the LA i.e.bursars meetings etc.

ii) Take a personal responsibility for their own continuing professional development (CPD)

iii) Undertake any other duties and responsibilities as may be determined by the Headteacher commensurate with the grade for the post.



	DATE JOB DESCRIPTION REVISED: May 2021

	This job description will form the basis of performance management and will be reviewed periodically.


	
When filling in the application form please demonstrate with clear, concise examples how you meet the 
requirements of the post. You will be 
assessed in relation to the Essential and Minor criteria.  Please 
bear in 
mind that you must possess the Essential Criteria on day 1 to be able to do the job.  If there are 
large numbers of applicants for the post then all of the criteria will be used for shortlisting.  Under the 
Disability Discrimination Act, we recognise and welcome our responsibility to remove any barriers in 
our recruitment and selection process.  We have tried to assess this in our Job Description and 
Employee Specification, however if you feel that there are barriers, please tell us in the application 
form. As part of the DDA we are committed to making reasonable adjustments, wherever possible and 
it would help us to know your needs in order to do this.

	



	Post Title:  

School Business Manager (Primary)


	Directorate/School: Children, Young People and Families

                                   Innovation for Learning & Care
	Grade:  8


	Criteria No

	Attributes

	Criteria
	How Identified
	Rank

	1.
	Experience
	Experience in financial management


	 A/I


	Essential

	2.
	
	Experience in producing reports and advising senior managers on the findings of projects/reviews.


	A/I


	Essential



	3.
	
	Experience of project management, planning, managing and monitoring of work


	A/I


	Essential



	4.
	
	Evidence of success in building and forming working relationships across professional and operational boundaries


	A/I


	Essential



	5.
	
	Experience of working within the Community


	A/I


	Desirable



	6.
	
	Experience of line managing staff.


	A/I
	Essential


	7.
	Education and Training Attainments
	Certificate in Business Management or equivalent qualification
	A


	Essential



	8.
	
	Financial Studies Diploma (Dip FS) – Chartered Institute of Bankers
	A


	Desirable



	9.
	
	ACIB – Chartered Institute of Bankers or equivalent
	A


	Desirable




	10
	General and Special Knowledge
	An understanding of what makes an outstanding primary school.
	A/I
	Essential

	11
	
	Knowledge of current data protection legislation in a school environment
	A/I
	Essential

	12
	
	Understanding of the various aspects of facilities management.
	A/I
	Desirable

	13
	
	Understanding of current Health & Safety legislation within a school environment
	A/I
	Desirable

	14.
	
	Knowledge of risk assessment requirements.
	A/I
	Essential

	15
	
	Working knowledge of equal opportunities and diversity to promote anti-discrimination
	A/I
	Essential

	16
	
	Knowledge/understanding of fundraising
	A/I
	Desirable


	17
	Skills & Attributes
	Ability to develop and manage a variety of organisational systems
	A/I
	Essential

	18
	
	Ability to analyse data and information and use it to monitor and support activities to promote solutions
	A/I
	Essential

	19
	
	Ability to develop and maintain good relationships with a wide range of people, from parents and pupils to outside agencies.
	A/I
	Essential

	20.
	
	Excellent ICT skills.
	A/I
	Essential

	21.
	
	Show drive, enthusiasm and commitment in the achievement of business objectives.
	A/I
	Essential

	22
	
	Ability to collaborate with other schools for best practise and the procurement of goods and services
	
	Essential


	23.
	Additional factors


	Willingness to work outside of normal office hours on occasions
	A/I
	Essential

	24.
	
	Commitment to undertake further professional development
	A/I
	Essential

	25.
	
	Willing to undertake any travel in connection with the post
	A/I
	Essential

	26
	
	All aspects of this post require high levels of confidentiality and trust
	A/I
	Essential

	27
	
	The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this.
	A/I
	Essential
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  Employee
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