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School Business Manager: Job Description
Post:	School Business Manager
Salary Scale:	Grade 6

Responsible to:	Head Teacher
Responsible for:	School Office, Finance, Administration including HR
procedures, H&S/Premises Management.
Job Purpose
The role of School Business Manager is a senior role in school and will give leadership to all
[image: ] as well as support in the management of premises, health and safety, risk management and school systems.

The School Business Manager will: -

· utilise specialist skills to manage school finances, administration, HR processes, the premises and resources.
· will bring a business dimension to strategic planning.
· will support the Head Teacher in providing management and leadership to create, maintain and develop the conditions which enable pupils to make excellent progress.

General Duties	Leadership and Management
The School Business Manager will: -
· attend Senior Leadership Team meetings when requested.
· attend Governing Body meetings and appropriate Governing Body sub-committee meetings when requested.
· develop and manage the school office and premises with the Head Teacher to create a high performing team that is responsible for providing timely and effective school support.
· be an effective role model for the standards of behaviour expected of pupils.
· lead on attendance, monitoring and acting on data, for all pupils.

Strategic Direction and Development
Key Accountability: The School Business Manager will: -

· actively contribute to the management, policies and aspirations of the school, keeping up to date with national legislation and research amending policies and advising the Head Teacher as appropriate.
· actively model and promote the values and ethos of the school.

Key Tasks: The School Business Manager will: -

· bring a business dimension to strategic planning, the review of school policies and the aims of the school.
· carry out specified actions required by the priorities of the School Development Plan.
· support the Head Teacher in ensuring that policies and practices take account of national, local and school data, inspection and research findings; support in monitoring, evaluating and reviewing the effects of policies, priorities and targets.
Administration

Key Accountability: The School Business Manager will: -
· manage day to day the School Office to ensure efficient and effective strategies for successful communication of information to all stakeholders.
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Key Tasks: The School Business Manager will: -

· manage the whole school administrative function and direct all administrative staff.
· manage the administration of key personnel procedures.
· monitor the effectiveness of office systems, including records relating to pupil admissions, contact details, providing this information to teachers, parents/carers and other agencies as appropriate.
· be responsible for timely reports and returns, including but not limited to CENSUS / SFVS / PREMISES / ASSESSMENT / SCHOOL ADMISSIONS and other pupil data in response to the needs of a variety of audiences including DfE, TfC and Ofsted.
· monitor the review of school policies supporting the Head Teacher with their
· monitor the effective management of Pupil Admissions in line with school policy and Local Authority and DfE guidelines.
· support the Head Teacher and Senior Leaders in handling pupil attainment data and be responsible for correct and appropriate dissemination.
· monitor the efficient running of SIMS and other IT packages to meet reporting requirements across the school.
· monitor the effective management of all marketing material, e.g. School Brochures, School Website, Facebook, Class Dojo, School Gateway to ensure they are kept up to date and to set standard.
· be responsible for supporting staff, ensuring the school website is kept up to date and compliant with DfE requirements.
· be responsible for liaison with IT and school website providers to ensure functionality and equipment meets current and future school needs.

Finance and Business

Key Accountability: The School Business Manager will: -
· be responsible for ensuring that specific and appropriate financial information is provided to the Head Teacher and Governors when required.
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Key Tasks: The School Business Manager will: -

· manage financial administration procedures in line with school policy, school practice, DfE and LA guidelines.
· seek and make use of additional specialist financial expertise.
· make available to the Head Teacher and Governors financial reports that are timely, comprehensive and accurate and that enable the school to plan and take appropriate management action.
· attend Governor Finance & Premises meetings providing comprehensive reports, include an SBM Report and budget report from SAP.
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developing new funding streams and writing bids to secure extra funding for the school.
· play a significant role in any project management undertaken at the school.
· monitor contractual agreements ensuring efficiency and value for money.
· support the preparation of tender documents for renewal or change of contracts as appropriate.
· ensure effective operation and best value of bought in services.
· manage insurance protocols for a variety of purposes.
· Maintain staff absence and absence records for all staff and seek professional advice on staff absence insurances, advising SLT on appropriate insurance for the school, implement and manage such schemes accordingly. This includes the completion of absence returns and claims submission. 
· support the Head Teacher to liaise with supply agencies.
· identify the need for, and management of, ordering of supplies and equipment for the school, including the issuing of invoices and ensuring the settlement of accounts.
· monitor all accounting procedures and resolve any problems.

Premises
Key Accountability: The School Business Manager will: -

· ensure that the school buildings and grounds are maintained to a high standard of presentation in keeping with the vision and aims of the school and that these provide the best possible environment for teaching and learning.
Key Tasks: The School Business Manager will: -

· collaborate with the Site Supervisor and the Head Teacher to produce premises reports that are timely, comprehensive and accurate and that enable the school to plan and take appropriate action.
· attend Governor Finance and Premises meetings when requested.
· monitor the work of the Site Supervisor, alongside the Head Teacher, in the planning and implementation of new capital projects on site.
· manage the evaluation and preparation of long-term development/refurbishment plans for the school premises.
· make available detailed costing and prioritisation lists to enable the school to plan for future development improvements, both within the Building Maintenance Plan and within budget constraints.
· ensure the supervision of relevant planning and construction processes is undertaken in line with contractual obligations.

· ensure the safe maintenance and security operation of all school premises.
· ensure the continuing availability of utilities, site services and equipment.
· together with the Head Teacher, ensure ancillary services e.g. cleaning is monitored and managed effectively.

Health and Safety
In conjunction with the Head Teacher and the Site Supervisor:

· ensure the health and safety policy is always implemented, put into practice and is subject to review and assessment at regular intervals or as situations change.
· enable regular consultation with people on health and safety issues.
· ensure systems are in place to enable the identification of hazards and risk assessments.
· ensure systems are in place for effective monitoring, measuring and reporting of health and safety issues to SLT, Governors and where appropriate the Health and Safety Executive.
· ensure the maximum level of security consistent with the ethos of the school.
· check records and schedule the H & S training of staff is up to date and renewed as required.

Leading and Managing Staff
Key Accountability: The School Business Manager will work with the Head Teacher : -

· to develop the skills and practice of office and premises staff in an endeavor to create a high performing team which is responsible for and anticipates the needs of the school and provides timely and effective support.
· when requested report to Governors.

Key Tasks: The School Business Manager will: -

· support the SLT with the effective performance of administrative and premises staff.
· seek and make use of additional specialist expertise in relation to HR issues.
· support the Head Teacher in ensuring clear lines of communication at all levels in order to maintain and enhance effective working relationships among all members of the school community.
· Manage the day-to-day operation of the school office and direct staff to ensure effective procedures are implemented to maximise the efficient maintenance of all pupil and staff records and data.

Evaluation and Quality
Key Accountability: The School Business Manager will: -

· contribute to self-evaluation processes in an endeavor to promote continuous improvement in quality throughout the school.

Key Tasks: The School Business Manager will: -
· maximise the use of the school premises both by schools and outside agencies.

· take a lead role in marketing and promoting the school whilst managing the systematic review of published key documents.
· participate in training and other learning activities and performance development as required.
· recognise their own strengths and areas of expertise and use these to advise and support others, taking an active role in wider school activities.
· monitor contractual agreements with outside agencies ensuring efficiency and value for money and support the preparation of any tender documents for renewal or change of contract.
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Any other duty or responsibility may be directed from time to time by the Head Teacher. This job description will be the subject of an annual review and any part of it may be amended because of such a review, or at any time after consultation with the post holder.
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