West Rainton Primary School :-School Business Manager Job Description
Key Duties:
1. Be responsible for business and financial management of school resources
2. Manage the school’s administrative function through planning, developing,
designing and monitoring administrative systems and procedures
3. Manage support staff
4. Assist the Headteacher and governing body with income generation activities
and in promoting and marketing the school
5. Arrange provision, analysis and evaluation of data and detailed reports and
information to the senior leadership team, the Governing Body and outside
agencies
6. Manage the administration of human resources
7. Manage the procurement process, including securing appropriate service
contracts, licences and insurance.
Individuals in this role may also:
1. Management of facilities, including premises, liaising with external
contractors
2. Prepare and submit bids for funding from outside agencies under the direction
of the Headteacher
3. Be responsible for health and safety issues within the school and how they
impact on pupils, staff and visitors to the school.
Indicative knowledge, skills and experience
· Significant experience in administrative / finance roles.
· Working at or towards national occupational standards (NOS) in business and
administration and knowledge / skills equivalent to current national qualifications
level 4 or having or willing to work towards the Certificate of School Business
Management (CSBM).

