Nicholas Postgate Academy Trust
St Benedict’s Primary Catholic Voluntary Academy
Job Description

	Post Title
	School Business Manager

	Purpose:
	· To contribute to the distinctive nature of our Catholic School and help promote the Catholic ethos 

· To provide a comprehensive administration, financial and Human Resources service

· To be responsible for strategic planning aspects, including all financial implications and ensuring that the school makes the best possible use of resources available

· To contribute to the overall strategic development of the school

· To manage the work of administrative colleagues, ensuring appropriate training, support and development

	
	

	Reporting to:
	The School Business Manager is part of the extended school’s Leadership Team and reports directly to the Headteacher and the Head of Finance and Corporate services for NPAT.

	
	

	Responsible for:
	Finance & Funding, Whole school Administration and Human Resources

	
	

	Liaising with:
	Head/Deputies/Assistant Head, Governors, Subject Leaders, teaching/support staff, LA representatives, external agencies and parents

	
	

	Working Time:
	32.5 hours per week ( negotiable) – term time only [Holidays not to be taken in term time] 

	
	

	Salary Level:
	Grade F (29-31)

	
	

	Disclosure Level:
	Enhanced

	
	

	MAIN (Core) DUTIES

	FINANCE

PERSONNEL MANAGEMENT AND STAFFING
WHOLE SCHOOL ADMINISTRATION


	· To advise the Headteacher and Governors on financial policy, preparing appraisals for particular projects and for the development of a business plan [long term financial strategy] for the future development of the school

· To take responsibility for preparing both three year and annual budget plans for the school

· Take a direct lead role in setting the budget

· Manage the whole school budget on a day to day basis submitting regular financial reports to the Headteacher and Governing Body 

· To use financial management information, especially benchmarking tools, to identify areas of relative spend, assess trends and directly advise the Leadership Team accordingly

· To monitor all accounting procedures and resolve any problems, including the ordering, processing and payment for all goods and services provided to the school

· The operation of all bank accounts, ensuring that a full reconciliation is undertaken at least once per month

· Preparation of invoices and collection of fees and other dues, taking legal action where necessary to recover bad debts

· To prepare final accounts and liaise with the auditors

· To prepare all financial returns for the NPAT, DFE, LA and Diocese within the statutory deadlines

· To be responsible for the effective operation of all payroll information for all school staff

· To input payroll information accurately and on time.
· To be responsible for the management and audit of income and expenditure from the private school fund

· To be the point of contact with central and other agencies with regard to grant applications, gifts and other donations

· To ensure a best value assessment is made for all significant purchases of goods and services in line with NPAT.
· To take a lead role in the management of Financial Standard Framework 

· Working with the Head of Finance & Corporate Services and in line with Trust policies, manage Academy procurement including licences, insurance and other service contracts.

· To take a lead role as Human Resources Manager for all staff, including liaison with relevant colleagues in school, LA officers, Council employees and Governors

· To be responsible for general personnel matters. For the clearance of new staff eg  DBS and medical checks

· To provide leadership and guidance for support staff, including direct line management responsibilities where appropriate – clerical, mid day supervisors etc

· To directly lead in the creation and implementation of recruitment/induction/performance management/training and mentoring systems for administration staff

· To co-ordinate the administration for staff recruitment

· To give the Headteacher and Governors advice on assessment of salaries, expenses, sickness and maternity procedures, redundancy and other matters of dismissal

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

· To responsible for the maintenance of the Academy’s Single Central Record.

· Monitor and evaluate absence for all staff

· To work as Personal Assistant to the Headteacher and Governing Body  

· Manage the efficient and effective running of the office as one of the schools main points of public contact, as well as the centre of daily administration

· To be responsible for the provision of specialist advice and guidance to the Leadership Team/Governing Body etc on national, CES and local guidelines/policy/statute etc

· Interpret matters of policy/procedure/statute to ensure school’s compliance and initiate appropriate action arising

· Design and ensure the effective operation of administrative procedures

· To manage the whole school diary

· To manage the administrative function including the administrative ICT facilities, school reception, reprographics, records and telephones

· To be responsible for the systems and general management of the school’s administrative and financial computer network, the implementation of appropriate Management Information Systems and the full computerisation of the administration accounting and record system. Acting as System Manager for the administrative computer network

· Prepare admissions information for the Governors

· To be responsible for the inventory of all school equipment and resources

· Support the organisation of whole school functions and events e.g parent consultations
· Liaise with school outfitter to provide school uniform for children



	Quality Assurance:
	· To implement school quality procedures and to adhere to those

· To attend regular meetings to assess progress and review developments

· To seek/ implement modification and improvement when and where required

	
	

	Management Information:
	· To give administrative support eg phone calls, compilation of reports, dealing with correspondence 

· 

	
	

	Communications:
	· To recognise own strengths and areas of expertise and use these to advise and support others

· To develop constructive relationships with staff, other agencies and professionals

· To communicate effectively with the parents of students as appropriate

· Where appropriate, to communicate and co-operate with outside agencies

	
	

	Marketing and Liaison:
	· To contribute to the School liaison and marketing strategies e.g. the collection of materials for press releases etc.

	
	

	Management of Resources:
	· Identified under whole school administration

	
	

	Pastoral System:
	· To comply with and assist with the development of policies and procedures relating to child protection, confidentiality and data protection  

 

	Other Specific Duties:

· To carry out such duties as may be reasonably directed by the Headteacher / Deputy head
· Show a duty of care and take appropriate action to comply with health and safety requirements at all times
· Attend and participate in meetings

· Demonstrate and promote commitment to equal opportunities and to the elimination of behaviour and practices which could be discriminatory

	Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified


	Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description. The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continue employment for any employee who develops a disabling condition.


	This job description is current at the date shown, but following consultation with you may be changed by the Leadership Team to reflect or anticipate changes in the job which is commensurate with the salary and the job title


Issued by:  …………………………………………………………….

Headteacher

Date:  ……………..




[signed]

and 

Accepted by: ……………………………………………………….

SBM:

Date:  ………………




[signed]

Please note that this is not a contract

