[bookmark: _Hlk240633136]Job Description for 
School Business Manager
 Term-time (including 5 Inset days) plus 10 days during school closure

Responsible to:  	Headteacher
Responsible for: 	School Admin Team, Finance Team, Premises Team and Technicians


Job Purpose:

1. The school business manager (SBM) is responsible for managing the strategy and operation of the business functions of the school, including financial management, health and safety, human resources, compliance and administration. 
2. They will advise on and implement the day-to-day support that enables the school to operate effectively and efficiently, which allows other members of the leadership team to focus on teaching and learning.

Duties and responsibilities:

Leadership and Management

1. Lead and line manage the office support team and Premises Manager, including assisting in the creation and implementation of recruitment, induction, appraisal, training and monitoring of systems for these staff.
2. Under the direction of the headteacher, lead on all financial matters in school, to ensure the school’s successful financial performance and to ensure financial decisions are clearly linked to the school’s strategic goals
3. [bookmark: _Hlk107319717]Implement school-wide changes and allocate resources in line with the school development plan, putting policies and procedures in place and communicating them to staff
4. [bookmark: _Hlk107319741]Take all decisions in line with the vision and values of the school, and encourage others to do the same.
5. Implement a marketing plan for the school, which utilises the school website, signage, the prospectus, and communications with current and prospective parents
6. Monitor developments in technology and consider how it can be used to enhance the school’s business processes, teaching and learning, and staff wellbeing 
7. As a member of the senior leadership team, attend all leadership team meetings and report to governors where appropriate

Financial Resource Management

1. In partnership with the headteacher, manage the school’s budget and ensure it is balanced, realistic, and represents an effective use of public funds 
2. Submit the budget to the governing body 
3. Monitor the budget all year round, advising the headteacher where revisions or changes are needed 
4. Forecast future years’ budgets, based on the school’s estimated funding and trends in expenditure, to enable the headteacher to make strategic, long-term decisions
5. Comply with financial reporting requirements and submit statutory returns
6. Oversee school bank accounts on a day-to-day basis, ensuring money is banked, invoices are paid promptly, money owed is collected, and clear records are kept
7. Develop and implement the school’s fundraising and income generation strategy, choosing fundraising priorities in line with the school improvement plan 
8. Lead on procurement processes, managing tenders where appropriate, conducting due diligence, benchmarking and evaluating suppliers, negotiating deals and ensuring value for money 
9. Manage the school’s lettings offer
10. Advise the Head Teacher and Governors if fraudulent activities are suspected or uncovered
11. Seek and make use of specialist financial expertise 
12. Maintain an assets register and inventory.
13. Select types of investments which are appropriate for the school, taking account of risks, views of stakeholders and identify possible and suitable providers in order to maximise return.
14. Be responsible for seeking professional advice on insurance and advise the governors on the appropriate insurances for the school.  Implement the approved insurances and handle any claims that arise.

Human Resource Management
[bookmark: _GoBack]
1. Manage the school’s payroll provision with the payroll provider including the management of pension schemes and associated services.
2. Ensure that recruitment, appraisal, disciplinary and grievance policies are administered in accordance with employment law 
3. Advise on HR issues within school and liaise with the external HR provider
4. Conduct reviews of the school’s staffing structure to ensure effective deployment of staff and financial efficiency
5. Be responsible for the completion of all staff contracts, pre-employment checks, new starter paperwork and other documents relating to staff employment 
6. Liaise with Headteacher on personnel issues, including staff absence.
7. Be responsible for the maintenance of confidential staff records.
8. Ensure the school’s equality policy is clearly communicated to all staff in school
9. Monitor the relevant legal, regulatory, ethical and social requirements and the effect they have on the school and staff
10. Seek and make use of specialist expertise in relation to HR issues
11. Evaluate the school’s strategic objectives and obtain information for workforce planning
12. Identify the types of skills, knowledge, understanding and experience required to undertake existing and future planned activities

Administration Management

1. Keep records in accordance with the school’s record retention schedule and data protection law, ensuring information security and confidentiality at all times 
2. Provide administrative support for the headteacher and governing body
3. Manage systems and link processes that interact across the school to form complete systems
4. Develop process measures that are affordable and that will enable value for money decisions for those managing resources
5. Use data analysis, evaluation and reporting systems to maximum effect by ensuring systems are streamlined to maximise efficiency and avoid duplication
6. Use benchmark systems and information to assess trends and make appropriate recommendations
7. Prepare information for publications and returns for the DfE, LA and other agencies and stakeholders within statutory guidelines.


Health & Safety

1. With the headteacher and premises team, supervise the maintenance of the school site 
2. Manage the school’s compliance with health and safety regulations, and put in place processes and procedures to ensure the safety of all in the school 
3. Organise health and safety training for staff
4. Ensure systems are in place to enable the identification of hazards and risk assessments
5. Ensure systems are in place for effective monitoring, measuring and reporting of health and safety issues to the Senior Team, Governors and where appropriate the Health & Safety Executive
6. Liaise with the Local Authority and maintain premises records 

Compliance
1. Manage the school’s compliance with statutory obligations, and advise others on the relevant legal, regulatory and ethical requirements
2. Track all school policies and ensure they are updated in accordance with the policy review schedule
3. Monitor and update the risk register


Other duties and responsibilities
In addition, all school employees are expected to: 
· To be alert to issues of child protection, ensuring that the welfare and safety of children attending the School/Nursery is promoted and safeguarded and to report any child protection concerns to the Headteacher using safeguarding policies procedures and practice.
· Prevent, identify and minimise risk of interpersonal abuse or violence, safeguarding children and other vulnerable people, initiating the management of cases involving actual or potential abuse or violence where needed 
· Be aware of and update colleagues, as appropriate to comply with current legislation and policies affecting practice, e.g. Children’s Act, National Service Frameworks, Child Protection Procedures, Health and Safety and Data Protection.
· Have a full commitment to the Council’s Equal Opportunities Policy and acceptance of personal responsibility for its practical application. All employees are required to comply with and promote the policy and to ensure that discrimination is eliminated in the service of the Authority. 
· Uphold and comply with the statutory provisions of the Health and Safety at Work Act 1974 and any other associated legislation or Council Policies and procedures.
· To undertake appropriate training in relation to all of the above.
· To assist in the personal development of colleagues through feeding back from training and providing documentation.

