Job Description

	Employer Name:
	Genesis Education Trust

	Job Title:
	Business Manager

	Reports To:
	COO/Senior Leadership Team

	Pay Grade:
	32-35

	Role Summary:

To provide confidential Financial administration support to the Chief Operations Officer who has overall responsibility in terms of Finance and operations for the Trust.  You will provide effective and efficient support in terms of ensuring orders and invoices are loaded in a timely manner, bank reconciliations are carried out on a monthly basis, all income is loaded onto PSF as soon as possible.  Teacher and LGPS reports are up to date and produced on a monthly basis, keep all payroll processes up to date, preparing regular financial forecasting reports for the CEO/COO, monitoring all expenditure and income.  You will ensure all financial functions are processed within agreed school financial policy and procedures. 


	
Main Duties and responsibilities:

· To be responsible for the effective operation of the payroll systems 
· Oversee the submission of monthly timesheets for staff and supply teachers 
· To provide advice and guidance to staff and managers on payroll 
· To be responsible for the effective operation of the Teacher and LG pension schemes 
· Preparation of regular reports and forecasts to the CEO/COO and governing body 
· Research and apply for additional grants monies to support the school 
· Research, identify and ensure that the financial policies and procedures meet all regularity requirements. Implement any changes and improvements to the school’s financial systems and policies 
· Liaise with the COO and attend Finance meetings to report to governors re financial reports 
· [bookmark: _GoBack]Keep all school accounts and prepare income and expenditure reports in accordance with financial regulations, and prepare accounts for submission to the school’s auditors 
· Monitor income and expenditure in relation to budgets and present regular financial reports for the Finance Committee, Governing Body and the GET Board, following the procedures of budgetary control 
· Provide analysis of costs and other statistical information as and when required. 
· Monitor the School’s bank account. Take responsibility for monthly reconciliation of the accounts and parentpay
· Liaise with the COO and organise delegation of work as required.
· Comply with Data Protection requirements in all working practice, and maintain confidentiality, as required 
· Undertake any other duties consistent with the grading of the post. 

Genesis Education Trust is committed to safeguarding and promoting the safety and welfare of children and young people and expects all staff and volunteers to share this commitment. The successful candidate will be required to have an enhanced DBS check. 



	General Information

	Equality of Opportunity
	· As a member school staff to take individual and collective professional responsibility for reinforcing and promoting a working environment free from discrimination, victimisation, harassment and bullying. 
· Ensure the development and progression of equality within the sphere of responsibility of this post and the fair and equal treatment of all colleagues, children, parents and visitors. 

	Confidentiality and Data Protection
	· To treat all information acquired through employment, both formally and informally, in strict confidence. 
· To be aware of the school's responsibilities under the Data Protection Act 1984 for the security, accuracy and relevance of personal data held on such systems and ensure that all processes comply with this.

	To contribute as an effective and collaborative member of the School team
	· Any other duties as reasonably required by any manager of the school. 
· Participating in the ongoing development, implementation and monitoring of the business plans. 
· Attend regular meetings as required and make a positive contribution during meetings.

	Child Protection
	· Being aware of and complying with policies and procedures relating to child protection.
 





Person Specification


	
	
	
	

		Qualifications 
· Degree or equivalent (qualifications below degree level will be considered if applicants demonstrate solid experience and evidence of continuing professional development) 
· Recognised school bursar/business manager qualification 
· Diploma in Business Studies or accountancy qualification 
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	Leadership 
· Support the COO/ CEO in the management of change and improvement in pursuit of strategic objectives 
· Prioritise, plan, organise, direct and co-ordinate the work of others. 
· Build, support and work with high performing teams 
· Work as part of a team 
· Devolve responsibilities, delegate tasks and monitor practice to see that they are carried out, set standards and provide a role model for pupils and staff. 
· Seek advice and support when necessary 
· Deal sensitively with people and resolve conflicts 
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	Skills 
· Excellent communication and interpersonal skills 
· Ability to work independently demonstrating initiative and proactivity 
· Ability to work in an organised and methodical manner 
· Ability to develop and maintain efficient record keeping systems 

· Ability to produce accurate records and reports as required 
· Ability to communicate with a wide range of audiences, including other employees within the school, governors, parents, LA Officers, contractors and suppliers 
· Ability to identify work priorities and manage own workload to meet deadlines whilst ensuring that lower priority work is kept up to date 
· Ability to show sensitivity and objectivity in dealing with confidential issues 
· Ability to negotiate best value 
· Ability to problem solve 
· Receptive to new ideas, approaches and challenges 
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	Experience 
· Considerable experience of strategic financial planning, budget monitoring and account reconciliation 
· Significant experience of producing a variety of financial reports 
· Management of teams and change projects 
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	Knowledge 
· A sound knowledge of the financial workings of a school or similar organisation 
· A sound knowledge of budget management and accounting techniques 
· A sound knowledge of a range of computer applications including financial management systems 
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	General 
· Committed to high standards of customer service 
· Committed to equality and diversity 
· Committed to own continuing professional development 
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	Safeguarding 
· Ability to safeguard and promote the welfare of children and young people 
· Appreciates the significance of safeguarding and interprets this for all individual children and young people whatever their life circumstances 
· Has a good understanding of the safeguarding agenda 
· Can demonstrate an ability to contribute towards a safe environment 
· Shows a personal commitment to safeguarding 
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