Denton West End Primary School

School Business Manager Job Description
JOB TITLE: School Business Manager 

SCALE: Grade I point 38 Full Time

Responsible to: Head teacher and Governing Body

Supervises: School office, site manager, cleaning staff, technician and catering team.

Job Purpose 
1. To actively model and promote the values and ethos of the School and lead by example.

2. The School Business Manager is the school’s leading support staff professional and is a member of the Senior Leadership Team assisting the Head Teacher in her duty to ensure that the school meets its educational aims.

3. The School Business Manager is responsible for providing professional leadership and management of school support staff in partnership with teaching staff, to enhance their effectiveness in order to achieve improved standards of learning and achievement in the school. 

4. The School Business Manager promotes the highest standards of business ethos within the administrative function of the school and strategically ensures the most effective use of resources in support of the school’s learning objectives. 

5. The School Business Manager is responsible for the Financial Resource Management/Administration Management/Management Information and ICT/Human Resource Management/Facility & Property Management/ Health and safety management of the school.

KEY RESPONSIBILITIES 
Finance and Business 
1. To work with the Finance staff to implement the financial decisions of the Headteacher and Governing Body. 

2. To advise the Headteacher on investment and financial policy, preparing appraisals for future projects and for the development of a long term financial strategy for the future development of the school. 

3. To maximise income generation within the ethos of the school. 

4. In conjunction with the Headteacher, create the detailed budget for the school.

5. To use financial management information, especially benchmarking tools, to identify areas of relative spend, assess trends, and directly advise the SLT accordingly.

6. Monitor and control income and expenditure in relation to the school’s budget. 

7. To secure grants and other financial entitlements by keeping abreast of sources of income if available.
8. Submit the proposed budget to the Head Teacher and Governors for approval and assist the overall financial planning process.

9. Discuss, negotiate and agree the final budget 
10. To manage and monitor school purchasing, invoicing and accounting procedures to ensure efficient and effective change management and procedural compliance.

11. To assist in the preparation of all financial returns for the DFE, EFA and other central and local government agencies within statutory deadlines. 

12. To assist in the preparation of all financial returns for the EFA.

13. To give advice to Governors on salary assessment, sickness, maternity and paternity procedures, redundancy, capability, disciplinary issues and any matters of dismissal. 

14. To provide leadership and guidance for support staff, including direct line management responsibility for team leaders in finance, premises and administration. 

15. To assist the head teacher in the recruitment, induction, training and professional development of all support staff. 

16.  To advise governors on the policies needed to comply with all employment legislation. 

17.  To be responsible for the Performance Management of support staff. 

18. To have a good knowledge of SIMS.net and FMS.

Human Resources Management 
1. To be responsible for general personnel matters in consultation with the school’s provider e.g. ensuring    required pre-employment checks are carried out for new employees, dealing with staff queries about salaries, expenses, sickness and maternity procedures etc. Monitor absence and undertake return to work interviews with support staff. 

2. To maintain confidential staff records, and to ensure that staff records held in the school by others are kept confidential. 

3. To provide leadership and guidance for administrative and site staff, including direct line management responsibility where appropriate. 

4. All safeguarding procedures are in place and adhered to generally, particularly in relation to the Single Central List (DBS checklist), Disqualification by Association and recruitment. 

5. Manage the payroll services for all school staff including the management of pension schemes and associated services.

6. Ensure that all recruitment, appraisal, staff development, grievance, disciplinary and redundancy policies and procedures comply with legal and regulatory requirements 

7. Ensure the workforce census is completed.

8. To be responsible for the school’s general HR function, for the clearance of new staff, medical clearance etc. and to ensure that contracts of employment are issued.

9. Manage staff attendance and leave to ensure a continuous throughout the year. Keep records of return to work interviews.

10. To manage appropriate arrangements for covering staff absences.

11. To assist with governor meetings and parents’ meetings as needed.
Estate Management  
1. To work with the Site Manager to implement the premises and site decisions of the Headteacher and Governing Body ensuring the safety and security of the building.

2. To share responsibility with the Head teacher and Site Manager for the maintenance of the school site and the buildings, the preparation of maintenance schedules and the efficient operation of all facilities on the property. 

3. To lead the planning and implementation on site of new capital and refurbishment projects. 

4. To work with the Site Manager to ensure all contracts are maintained to the highest quality and provide the school with value for money. 

5. To take responsibility for the main health and safety issues specific to the school and how they relate to pupils, staff, visitors and contractors. 

6. To negotiate, manage and monitor contracts, tenders and agreements for the provision of support services. 

7. To manage the letting of the school premises to outside organisations. 

8. To provide and document effective Risk Management, for example, in Health and Safety and in the management of any third party service contracts. 

9. To prepare disaster recovery plan and continuity plan and be aware of its place within the management procedures of the school.

10. To act as key holder during holidays unlocking and securing building for cleaners and contractors.
11. Seek professional advice on insurance and advise the SMT on appropriate insurances for the school and implement and manage such schemes accordingly.
12. To manage the Asset Register.

13. To work the Site Manager and oversee the plan for lighting, heating, domestic hot water and energy conservation etc.

Organisation 
1. Be responsible for the planning, development, design, organisation and monitoring of support services and whole school systems/procedures/policies. 

2. Provide organisational and advisory support to Governors, attending and leading meetings as appropriate and to minute meetings as required 

3. Participate as part of the Senior Leadership Team and to minute meetings as required 

4. Lead a team of support staff team leaders to ensure effective communication and development of systems and procedures across support services. 

5. Represent the support staff at relevant meetings. 

Whole School Administration 
1. To manage the administrative function including the administrative ICT facilities. 

2. To provide for the preparation and production of all school records and publications. 

3. To act as a bridge to facilitate closer working relationships between teaching and support staff. 

4. To be responsible and accountable for key objectives in the one-year School Improvement Plan and the three-year Strategic Improvement Plan. 

5. Be responsible for the provision of specialist advice and guidance to the leadership team/Governing Body etc. on national and local guidelines/policy/statute etc. 

1 6. Interpret matters of policy/procedure/statute to ensure the school’s compliance and initiate any appropriate action necessary.

2 7. Ensure highest degree of welcome for school users visiting or telephoning.

3 8. To ensure that all pupil records are efficiently and confidentially maintained.
4 9. To ensure that all pupil related returns e.g. absence, School Census, assessment etc. are generated and submitted to the relevant agencies correctly and in a timely manner.
5 10. To co-ordinate medical and first aid procedures and staffing.
        11. To ensure that all admission arrangements are made effectively and that attendance is monitored and       reported to the education welfare service.
Health & Safety
1. Act as the school’s Health & Safety Co-ordinator and Fire Officer.

2. Plan, instigate and maintain records of fire practices and alarm tests. Ensure the school’s written health & safety policy statement is clearly communicated and available to all people

3. Enable regular consultation with people on health and safety issues 

4. Ensure systems are in place to enable the identification of hazards and risk assessments 

5. Ensure the maximum level of security consistent with the ethos of the school 

Management Information Systems & ICT 
1. Consider approaches for existing use and future plans to introduce or discard technology in the school 

2. Consult with relevant people and other parties to introduce new technology or improve existing technology for different purposes 

3. Ensure that the school has a strategy for using technology aligned to the overall vision and plans for the school ensuring value for money 

4. Communicate the strategy and relevant policies, including Data Protection for use of technology across the school 
General 
To undertake any other duties as appropriate to the grade of the post as requested by the Headteacher. 

SBM April 2015                                                Only our best is good enough.

