Northumberland County Council 
JOB DESCRIPTION
	Post Title:          Business Manager
	Director/Service/Sector : Children’s Services
	Office Use

	Band: 8
	Workplace: 
	JE ref: S1457
HRMS ref:

	Responsible to: Head Teacher
	Date:
	Manager Level:
	

	Responsible for: The management of all support staff. Some classroom based support staff also have a functional responsibility to a curriculum head. 

	Job Purpose:  To give strategic vision and leadership to all aspects of support services including the finance function, support staff teams, premises strategy and all property related issues, site management and human resource issues. To play a central role in the Leadership Group of Haydon Bridge High School. To develop cooperation between the other schools within the Haydon Bridge Partnership of Schools, initially concentrating on facilities but then developing other aspects of financial management and support services. 

	Resources
	Staff
	Approximately 43  staff

	Finance
	Overall strategic leadership for all aspects of the schools finances. Continued achievement of the Financial Management Standard in Schools. 

	Physical
	Haydon Bridge High School is a 11 to 18 high school with, at September 2018, 370 students on roll of which 74 are in the sixth form. The school employs approximately 25 teachers and 18 support staff. 

	Clients
	Internal (Teachers, Other Staff, Pupils, Parents and Governors).  Providing relevant advice and information to Governors (including attending out of hours meetings), Northumberland County Council, other schools within the Haydon Bridge partnership of Schools and Government Agencies.  External agencies and contractors.

	Duties and key result areas:
· A member of the School’s Senior Leadership Team; attend and contribute effectively to meetings including all strategic management issues within school. Attend off-site strategic meetings of the Senior Leadership Team.
· Adopt a high profile, proactive and professional approach.
· Provide strategic leadership of all of the schools support services being responsible for the effective leadership, management and appraisal of the schools middle managers for support services including office management and administration, financial, premises, facilities, data and technical teams, Learning Resource Centre and classroom based support staff. Some of these support services also have a functional input from teaching and learning management for their roles in the classroom.
· Ensure that the schools’ support services meet their objectives and provide a helpful and efficient service to the teaching and learning within the school and the wider community.
· Be a proactive member of the Health and Safety Committee ensuring that health and safety requirements are met throughout the school.
· To manage the schools premises strategies to ensure the best possible environment for teaching and learning.
· To liaise with the Local Authority, The DCSF and the Governing Body attending out of hours meetings when necessary.
· To promote cooperation and improved efficiencies within the Haydon Bridge Partnership.
· To provide advice and guidance to the head teachers of the four schools within the Haydon Bridge Partnership.  To work towards Haydon Bridge Partnership Facilities Service.
· To actively promote the school ethos and values.
· Any other duties appropriate to the nature, level and grade of the post.
Management of Human Resources
1. The strategic management and recruitment of support staff including, finance staff, administrative, data and technical, premises, catering, cleaning, learning resource centre and classroom based support staff.
2. Monitor contractual issues of support staff including working hours, holidays and absences.
3. Ensure that all support staff recruitment, grievances, disciplinary procedures and redundancy procedures comply with the legal requirements and school and local authority policies.
4. Provide advice to the head teacher and governors on personnel issues relating to both teaching and support staff as required.
5. Provide guidance to all school staff on contractual and remuneration issues.
6. Ensure that support staff performance management is completed correctly and to a reasonable time scale.
7. Encourage support staff to participate in training and to seek appropriate qualifications.
8. Ensure that the schools policies on equality are accessible to all staff.
Financial Management
Responsible for all areas of the financial management of the school including strategic management:
1. Preparing long term financial plans and presenting them to the head teacher and governors for their approval.
2. Preparing the annual budget of about £4.7 million plus additional income of about £800,000 including a three year rolling forecast and presenting it to the head teacher and governors with comments and recommendations for their approval.
3. To control school expenditure ensuring that the Financial Procedures Policy and all other financial regulations are adhered to.
4. Reporting an outturn forecast for the current financial year to the head teacher on a regular basis throughout the year with recommendations on areas of concern and reporting this to each meeting of the Governors School Committee.
5. Actively promoting and ensuring best value services throughout the school.
6. Continue to achieve the Financial Management Standard in Schools.
7. Ensure that contractual agreements are the most appropriate solution for the school, are verified by the local authority legal department and signed by the appropriate level of authority.
8. Manage review and monitor contractual services to ensure best value (challenge, compare, consult and compete).
9. Ensure that all licensing requirements are up to date.
10. Ensure that the school operates within the appropriate financial regulations.
11. Ensure that all funding available to the school is received.
12. Responsible for the control of the school’s capital funding.
13. Responsible for all aspects of the school fund including preparing accounts and dealing with external auditors.
14. Financial control of the Haydon Bridge High School.
15. Develop, implement and monitor systems to control the delegated school budget, devolved formula capital and other funds.
Premises and Facilities Management
Responsible for all premises matters and the provision of facilities within the school:
1. Strategic leadership of the schools premises issues including the management of accommodation changes and all aspect of capital improvements and repairs and maintenance.
2. Overall responsibility for the schools equipment and resources and for the safe usage of those resources.  
3. Management of the site staff including the site manager and two assistant site managers.
4. Responsible for all aspects of the school’s in-house catering provision ensuring best value and compliance with current environmental and health and safety requirements.
5. Responsible for all aspects of the school’s in-house cleaning provision.
6. Responsible for the Grounds Maintenance SLA which is currently provided by an external contractor.
7. Responsible for the management of contractors on site ensuring that all the necessary health and safety checks are completed and any CDM requirements are met.
DEVELOPMENTS
1. Develop a consultancy service to schools within the Haydon Bridge Partnership on support services.
2. Manage facilities for other schools within our federation wishing to develop their in house provision.
3. Work along side the Facilities Manager to negotiate and liaise with clients including head teachers to ensure that their requirements in service and price terms are met.
4. Offer a financial consultancy service to other schools within the Haydon Bridge Partnership of Schools.
5. Any other duties appropriate to the nature, level and grade of the post.
The duties and responsibilities highlighted in this Job Description are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and extent of the post and the grade has been established on this basis.
We are committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to do the same


	Work Arrangements

	Transport requirements:
Working patterns:
Working conditions:
	Transport is required in order to work between schools.
Flexible hours to fit in with the schools requirements.
Mainly indoors.


Northumberland County Council 
PERSON SPECIFICATION
	Post Title:  Business Manager   
	Director/Service/Sector: Children’s Services
	Ref: S66

	Essential
	Desirable
	Assess
by

	Knowledge and Qualifications

	Degree or equivalent related professional qualification 
Evidence of continuing professional development
An advanced theoretical, practical and procedural knowledge of all financial issues is required including all relevant policies, practices and procedures. This will be achieved by associate membership of a professional accountancy body (for example the Chartered Institute of Management Accountants)

	Membership of one of the chartered accounting association
Certificate or diploma in school business management
	

	Experience

	Managing teams
Managing change within increasing financial restraints
Human resource management
Leading negotiations with clients, staff, trade unions etc
Managing resources including financial management
Experience in managing client relationships


	Experience of managing across more than one establishment
Experience of management within an educational establishment 
Experience of working within local government
	

	Skills and competencies

	Able to manage and direct several teams across the school including a very major direct responsibility for the direction, development and coordination of those employees
Able to understand several complex issues simultaneously and develop creative solutions to these problems
Able to influence and persuade staff and external agencies to adopt new ideas to improve the teaching and learning within the school and achieve best value from the schools limited resources
Able to relate well to students, other staff, governors, local authority officers and outside agencies
Able to understand and deliver complex systems and applications to provide the essential management information systems within a school
Able to deliver value for money services through very major direct responsibility for procurement and deployment of the school’s physical resources 
Able to understand and deliver within the constraints of school, local authority and national policies and regulations
Able to use a wide range of IT packages
The job involves a very major direct impact of the wellbeing of over 1,100 students at the school including providing their once only chance at acquiring the best possible education and consequently their future prosperity
Managing the school’s limited financial and other resources to ensure the optimum deployment of the school’s workforce
High level written and oral communication

	Understanding of educational issues locally and nationally
Customer Care Skills

	

	Physical, mental and emotional demands

	Able to deal with highly complex and varied information including several issues at the same time and to analyse problems arriving at a clear creative solution including long term strategies.
Able to challenge staff and others to create an environment where change and improved performance is achieved
Able to work under pressure and meet deadlines and demands from the other senior management team, governor and outside agencies.
Able to deal with regular and sustain emotional demands dealing with staff including disciplinary issues and handling grievances.
Able to deal with the emotional demands created by staff seeking physical and facilities improvements, particularly teaching staff, created by working in a school which has been designated as not fit for purpose 
Able to sustain long periods of concentration, working for several hours at a computer analysing and interpreting complex data involving working in a fixed and tense position. 
Able to participate in high level meetings (including senior leaders, governors, local authority officers and outside agencies) and influencing the decisions reached in those meetings
	
	

	Other

	Customer Focused
Able to offer advice and make decisions that may affect the wellbeing of employees including their future employment
Able to develop and maintain professional working relationships
Excellent communication skills
Commercial awareness
Self-motivated, adaptable and resourceful
Logical, numerate and resourceful
Team builder, leader and motivator
Able to operate effectively under pressure
Willingness to participate in training and personal development
 
	
	


Key to assessment methods; (a) application form, (i) interview, (r) references, (t) ability tests (q) personality questionnaire (g) assessed group work, (p) presentation, 
(o) others e.g. case studies/visits
