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TANFIELD LEA COMMUNITY PRIMARY SCHOOL
SCHOOL BUSINESS MANAGER

JOB DESCRIPTION
Responsible to:
Headteacher

Contract:

Term Time + 3 weeks (negotiated with Head Teacher) 
Salary Scale:

Grade 10
General Leadership and Strategic Purpose of the post:

To provide leadership and management of the school’s strategic and business resources to support the school in its primary function of teaching and learning. To be responsible for providing high quality financial support, human resource management, premises management and administrative support.

Administration
· Responsibility for the management of the administration function of the school ensuring: - 

· A welcoming environment is created to visitors, staff and pupils

· Pupil and staff records are accurately maintained

· Line management of administration staff

· Correspondence and enquires are dealt with appropriately and in a timely manner

· Oversee that Local Authority returns (e.g. Census) are completed on time

Finance Leadership
· Responsibility, in collaboration with the Governors and Headteachers for all of the schools’ finances:

· Ensure compliance in meeting the LA Financial Timetable

· Preparation of annual budgets, periodic forecasts and business plans
· Ensuring the Headteacher, Governors and Local Authority are fully informed of the schools’ finances on a regular basis. 
· Oversee and check monthly reconciliation runs and reports and agree to accept or decline charges

· Attend Governing Body Committees, set the agenda and maintain minutes to support the work of the committees. 
· Lead on preparing the Proposed Annual School Budget assisted by the Local Authority
· Ensure compliance with the School Financial Value Standard. Use financial management information, especially benchmarking tools, to identify areas of relative spending, assess trends and directly advise the Headteacher and Governors. 

· Oversee that financial returns are prepared and submitted to the Local Authority within the statutory deadlines. 
· Implement and ensure compliance with Audit requirements relating to the School Financial Value Standard, the Scheme for Financing Schools and Financial Regulations.

· Lead on ensuring compliance with regard to Annual Audit of the School Fund.

· Lead on all SLA’s, contracts, tenders, leases and agreements for the provision of supplies/ services and regularly review and renegotiate tenders and contracts as appropriate.
· Support the Headteacher in the preparation and presentation of business cases for major projects.

· Secure additional funding through bid applications.
Human Resource Leadership
· Lead on Safeguarding and Safer Working and Recruitment practices and ensure compliance relating the Single Central Register, DBS clearances to safeguard and promote the welfare of children.

· Support the Governing Body with Capability and Disciplinary procedures and prepare all confidential paperwork as appropriate.
· Manage and monitor sickness absence, acting in accordance with the school’s Attendance Management procedures including drafting Occupational Health Referrals.
· Manage, monitor and authorise overtime, mileage claims and additional hour timesheets.

· Manage, monitor and authorise the Annual Holiday allocation of premises staff

· Manage and monitor SIMS Personnel Database and maintain staff records
· Ensure compliance with the School Workforce Census data.

· Together with the Headteacher manage the recruitment and employment process for all new staff.

· Liaise with HR over all contractual and staffing matters.

· Manage the induction of new staff.
Governance
· Attend and report to full Governing Body and committee meetings as appropriate.

· Attend and lead Finance Meetings 

· Support and advise the Governors with the annual self-review process
· Ensure regular website up-dates publishing Governor’s details and Register of Interests, including the structure of the governing body and any committees, together with the names of the governors and their particular roles and responsibilities within that structure.
Premise Management
· Ensure the appropriate SLAs and service contracts are in place and regularly monitored 

· Management of the school’s premises staff

· Liaise and organise contracts with regard to external contracting

· Programme and project manage minor/major works ensuring continued smooth running of school

· To audit equipment, furnishings and furniture, keep records and ensure all are in good order

· To be a key holder

Health and Safety

· Lead on all aspects of Health and Safety ensuring the school is compliant with all Health and Safety regulations.  Particularly related to the use of the school site and facilities by all internal and external individuals.

· Maintain the school’s risk register.

· Lead on the development, implementation and review of the school Health and Safety Policy.

· Advise upon and implement risk assessment procedures across the whole school. 

· Deal with and support the LA’s annual Health and Safety Audits.
· Raise awareness of Health and Safety matters to all members of the school community 

· Ensure the school’s Health and Safety principles are clearly communicated to all stakeholders
· Oversee and ensure security of the school sites.

Other duties include:
Responsibility for the school’s website; regularly updating it and reviewing annually to ensure it complies with legislation

· Promotion of the school through marketing activities

· Support the Data Protection Office by ensuring the school is compliant and follows correct procedures relating to GDPR

· Manage the school policy cycle

· The post holder will be expected to undertake such additional duties as may reasonably be required by the Headteacher or Chair of Governors up to a level commensurate with the principal responsibilities of the job.
· To undergo annual appraisal
· The post holder should keep abreast of developments in the administration and development of schools, and whenever possible and appropriate, attend professional development courses.

· The post holder will promote an image of the schools which accords with our aims.
