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Job Description

	Position:
	Business Manager  

	Responsible to:
	Headteacher

	Responsible for:
	Finance staff, site team , school administrators 

	Grade:
	Scale point 57 - 62

	Working Pattern:
	Full time

	Disclosure Level:
	Enhanced DBS



	Core purpose of the post:
· To lead, operate, maintain and develop the financial procedures and systems of the school.
· To provide excellent working and recreational facilities for staff and students that facilitate delivery of an effective curriculum and extra-curricular activities.
· To implement the school’s health and safety policies and to ensure compliance with legislation in relation to health and safety, fire risk assessment and asbestos management.
· Ensuring the efficient and effective running of administrative systems in the school.
· To lead on data protection in the school in close collaboration with the Network Manager, p




	Duties and responsibilities attached to this post are as follows:

Finance
1. To provide support for the Headteacher in the production of an annual budget plan for the 
school, including staffing and capital.
2. Monitor income and expenditure in relation to all areas of the budget against planned 
expenditure and provide monthly/termly reports to the Headteacher and governors in relation to the budget including revised forecasts and variances.
3. To produce five-year financial forecasts and reports including the BFR.
4. To ensure that the financial transactions in the school are carried out in an appropriate 
manner and that the financial regulations of the school and ESFA are observed. This will include the preparation of the annual audit and annual / monthly financial returns. Liaising with the School’s accountants as appropriate.
5. Ensure that management accountancy practices are embedded, with assets being
depreciated, accruals accounted for, and for this to be included in the budget.
6. Forecast and monitor cashflow.
7. Monitor all expenditure (including payroll), orders raised, BACs processing, payments made
and processing of journal entries.
8. Maintain and monitor all school cost centres, monitoring and supporting staff responsible for 
delegated budgets. 
9. Maintaining the Asset and contracts registers.
10. Monitoring of capital expenditure 
11. To maintain and update information held on school databases relating to finance including
recording expenditure and income and producing reports for budget holders.
12. To assist in the preparation of statistics and management information with regard to finance 
as required by the Headteacher, Governors, Auditors and ESFA, including end of year accounts.
13. Maintain the school accounts systems, preparation of the final accounts (with the school’s 
accountants) and being the main point of contact with the school auditors.
14. Lead on external and internal audit and reporting, implementing suggested improvements.
15. Maintaining archive files and historical data. 
16. Preparing financial estimates for proposed capital projects from revenue funding.
17. Preparing bids and submissions for relevant grants.
18. To liaise with suppliers, contractors, other schools and organisations, budget holders and 
attend to queries as required by the headteacher.
19. Keeping a current working knowledge of the latest funding developments.
20. To evaluate and develop financial systems and procedures as required.
21. To review and update the school’s financial management regulations. 
22. Oversee school insurance policies and make relevant claims.
23. Attend the Finance and Audit Committee meetings and the AGM.
24. To fulfil the role and responsibilities of the CFO Officer.
25. To establish and maintain good relationships with all students, parents/carers, colleagues,
suppliers and contractors.
26. Oversight of TPS and LGPS to ensure the school’s compliance with regulations.

Facilities and Estate
1. With the Headteacher, maintain the development plan for all new building works, as well as 
major refurbishment projects.
2. With the Headteacher, liaise with architects and other building professionals for major 
building and development work.
3. With the Headteacher and site team, plan, schedule, procure and monitor the safe delivery 
of all major building and refurbishment projects.
4. Respond to and resolve site / contract/ planning related issues, accessing legal advice as
required.
5. With the Headteacher, ensure that the school business continuity plan is maintained, 
accurate and shared with relevant staff.
6. Ensure that all facilities contracts are periodically market tested in accordance with financial 
regulations, in order to ensure that they remain appropriate for the needs of the school, demonstrate best value and offer high standards of service.

Health and safety
1. Oversight of health and safety monitoring and controls and audit of systems and 
processes to ensure health and safety compliance.
2. Ensure that safer working practices and risk assessments are embedded throughout the school and audit them annually.
3. Ensure emergency procedures are regularly reviewed and practised.
4. Oversee the management and development of school security systems.
5. Facilitate and chair the Health and Safety Committee.


Payroll
1. Overall responsibility for the management of payroll liaising closely with the HR Manager and carrying all necessary checks and resolving issues with the school’s payroll provider.
2. Advising the headteacher on the affordability of prospective changes to staffing structure. 

3. Advising the Governors on the policies needed to comply with legislation/guidance concerning payroll / remuneration.

Administrative 
1. Line manage the School Office team and responsible for effective administrative process within the school.
2. Obtaining necessary licences and permissions. 

Line Management
1. Line management of the finance and site teams.
2. Appraisal of staff in line management areas.

Transport
1. To be responsible for the procedures for using the school minibus.


General
1. To assist in such duties and activities relating to any of the above areas, appropriate to grade as the Headteacher and Governors shall from time to time reasonably require.
2. To undertake exam invigilation, as required.
3. To undertake lunchtime supervision as required.
4. To actively support the vision, ethos and policies of the School.
5. To promote and safeguard the welfare of children you come into contact with.
6. This job description only contains the main duties relating to this post and does not describe in detail all the tasks required to carry them out.

Special Notes and Conditions
The nature of the work necessitates strict confidentiality, no information obtained during or after working hours should be discussed other than with relevant staff.


	This role profile is not exhaustive; it will be subject to periodic review and may be amended to meet the changing needs of the business. The post holder will be expected to participate in this process and Oldfield School would aim to reach agreement to the changes.

	Person Specification
The following person specification outlines the key skills and experience required for this position.
The selection panel will assess each candidate against the criteria listed below expecting candidates to demonstrate knowledge and understanding of each area and show evidence of having applied (or awareness of how to apply) this knowledge and understanding in the school context. 
The panel will use the following assessment tools: application form; interview / assessment activities; reference and other employment checks.
 Essential / Desirable (D)
Qualifications
· GCSE or similar qualifications, including English and mathematics (C grade and above).
· Qualifications to A level or equivalent.
· Recognised degree OR a Professional qualification in a field relating to Business Management / Business Administration. 
· Financial qualifications eg ACA, ACCA, CIMA, CIPFA (D).

Experience
· Experience of a role with significant financial management responsibility.
· Track record of successful project management.
· Experience, or a willingness to learn, of compliance and health safety issues.
· Evidence of successful management and leadership of teams.
· Evidence of the range of accountancy and financial skills necessary to carry out the responsibilities in the job description. (D)
· Experience of securing arrangements for the effective facilities management provision within a school or medium sized organisation. (D)
· Experience of developing and maintaining organisational structures to maximise the use of physical and monetary resources. (D)
· Recent participation in areas of relevant professional development. (D)
· Experience of a similar role with significant financial management responsibility in a school setting (D).

Knows about:
· How to secure arrangements for the effective facilities management at the school.
· A working knowledge of the law with regard to compliance, leasing, and data protection.
· Policy formulation, evaluation and review.
· The principles of sustainability.

Ability to:
· Provide the leadership of the management functions in the job description.
· Use ICT effectively as a management tool, be fully computer literate and able to use accounting packages, Word for Windows, Excel spreadsheets and databases, e-mail and internet.
· Utilise first class administrative, communication and general management skills with the ability to synthesise information and produce financial reports that are clear and intelligible to non-financial personnel, SLT and governors.
· Act as an ambassador for the school.
· Communicate with clarity in both written and oral communication.
· Be thorough with an excellent eye for detail and the ability to prioritise and delegate.
· Make sound decisions which are effective; both strategically and otherwise.
· Work well under pressure and manage competing priorities and produce and deliver solutions that cut through complexity.
· Be a strategic thinker with proven ability to formulate and present ideas effectively.
· Use skills to manage and deploy resources effectively and efficiently.
· Work with the governing body to enable it to meet its responsibilities (by providing information, objective advice and support).

Committed to:
· The setting and achieving of ambitious, challenging goals and targets.
· Evaluating practice and embedding a process of continuous improvement.
· The continuing learning of all members of the school community.
· Evidence of a commitment to your own continuous professional development.
· Distributed leadership and management.
· The sustaining of personal motivation and that of all staff.
· The developing and sustaining of a safe, secure and healthy school environment.
· Collaborating with others in order to strengthen the school’s organisational capacity.
· Individual, team and whole-school accountability for student performance.
· Effective teamwork within the school and with external partners.
· Involvement of parents and the community in supporting the learning of children and in defining and realising the school’s vision.
· Being a high-profile presence in and around the school. 
· Supporting the full life of the school.
· Professional dress and appearance.

Personal Qualities
· Highly organised.
· High levels of motivation and energy, ambitious and upbeat.
· Calm under pressure with a good sense of humour.
· Flexible and collaborative with a positive attitude.
· Entrepreneurial.
· Ability to work under pressure.
· Be passionate about high standards and achievement and excellence for all.
· Willingness to take a full role in the life of the school.
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