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Tel: (0191) 5492020
Email: enquiries@stbenetsrc.org.uk
Acting Executive Headteacher:  Mrs A Goodwin
Acting Headteacher: Mrs L Rice 
                                   


JOB DESCRIPTION 
 
Job Title:			School Business Manager 

[bookmark: _Hlk210116696]Salary:			Grade 5, SCP12 to SCP17
FTE - £28,598 - £31,022
Pro rata TTO + 7 days - £24,526 - £26,605
		
Hours:			37 hours per week Monday – Friday, term-time only plus 7 days

Responsible to:		Headteacher

Responsibility:		To carry out the role of School Business Manager.

Effective from:		1st September 2026

Purpose of the job:
· To support the Headteacher by co-ordinating and implementing a comprehensive range of administrative systems and procedures to meet school and trust requirements
· Liaise with all stakeholders, including central services and Governors

Main Duties
· To ensure all visitors are welcome to our school and that they comply with the school’s safeguarding procedures.
· To act as first point of contact for general parent, pupil, teachers and external bodies enquiries both in person and via the telephone, to ensure the ongoing provision of a high-quality service.
· To check daily the school’s email account and to deal with or pass on any queries arising from any emails received by school.
· To provide general administrative support and reception service to ensure an effective and efficient service is provided.
· Be responsible for the effective operation of administrative procedures and management information systems.
· To manage the production of all statistics and return information (e.g. Census) to the DfE, LA, Diocese and other agencies within statutory deadlines 
· Be responsible for liaison with the service providers to ensure effective delivery of services.
· Ability to use own initiative and meet deadlines
· Produce and process routine school documentation and letters to parents
· Provide admin support in organising school trips, after school clubs, events and meetings and updating office systems and diaries.

HR
· [bookmark: _Hlk209703688]To be responsible for the accuracy & compliance of the Single Central Record  
· Be responsible for the appropriate systems for the recruitment of staff.
· To produce and issue contracts of employment and all other associated HR paperwork, including the processing of DBS applications
· Support the Headteacher in the management of staff absence e.g. booking supply
· Maintain HR records to include staff absence
· Be responsible for the monthly checking of payroll reports and returns alongside the Headteacher
· To be responsible for overseeing the duties of the part time Administration Assistant

Finance
· To assist the Headteacher in planning, setting, monitoring and evaluation of the budget. 
· Identify the need for, select and manage resources
· Undertake the preparation of invoices weekly for processing by the central team
· Be responsible for the effective management of financial administration procedures, including responsibility for compliance
· Recharge all Nursery fees weekly on Parent Pay producing a monthly invoice for parents.
· Recharge any other fees, e.g. Breakfast Club, weekly on Parent Pay
· Upload any charges for educational visits, residentials, after school clubs etc onto Parent Pay as required
· Monitor all outstanding debt on Parent Pay, pursuing payment where necessary

Whole School Administration
· Provide confidential support to the Headteacher and Senior Leaders
· To be responsible for the management of the school’s administrative systems including Arbor, ParentPay and those specific to the school, ensuring accuracy and confidentiality at all times
· Comply and assist with the development of policies and procedures relating to safeguarding, child protection, health, safety and security, confidentiality and data protection (GDPR), reporting all concerns to an appropriate person.
· Be aware of and support difference and ensure equal opportunities for all.
· Contribute to the development and implementation of the overall ethos/work/aims of the school.
· Develop constructive relationships and communicate with other agencies/professionals.
· Recognise own strengths and areas of expertise and use these to advise and support others.
· Provide support to staff, SLT, Governing Body, LA and other related agencies as requested.
· Communicate and co-operate with persons or agencies outside the school.
· Work with school leaders to build an effective partnership between the school and parents 
· Analysing and evaluating data/information and producing reports, information/data as required. This may include difficult and sensitive information.
· Being an effective role model for the standards of behaviour expected of pupils.

Performance Management:
· Participate in arrangements within an agreed framework for the appraisal of your performance and that of other staff

Review, induction, further training and development:
· Participate in arrangements for your further training and professional development to meet needs identified in appraisal objectives or in appraisal statements
· Participate in relevant CPD opportunities 
· Attend meetings, liaising and communicating with colleagues in school and the wider services.

Health and Safety:
· Maintain good order in the school office assisting the Headteacher and Site Supervisor in ensuring the school is compliant.
· Assist the Headteacher and Site Supervisor in ensuring Health & Safety training and paperwork is in place and up to date.
· To deal with all external agencies, delivering services to the school, supported by the Estates and finance team where required.

In relation to the Diocese:
· Recognise the authority of the Bishop in relation to the provision of education in the Diocese
· Work where required with Diocesan Authorities.

This job description will be reviewed annually, in consultation with the post holder, as part of the performance management process. A review may be initiated at any other time by either the post-holder or the Governing Body.

Unless otherwise indicated, no part of this job profile should be construed as determining the amount of time spent on a particular duty or responsibility.  

St. Benet’s RC VA Primary School is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.  Successful applicants will be required to produce an Enhanced Certificate of Disclosure from the Disclosure and Barring Service.

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.
[bookmark: _GoBack]
The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by the Head Teacher. 
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