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Job Description
School Business Manager
Hours: Monday–Friday 8:30am–4:30pm (Term Time Only)
Scale: PO4 – 5 (dependent on qualification and experience 
Salary: £44,407 - £49,839 (£51,228-£57,495 FTE)

Our Family at St Joseph’s Learns, Loves and Grows with God at the Centre

Purpose of the Job 	
· Act as a positive role model, promoting the school’s values and Catholic ethos in your daily work.
· To strategically advise the school leadership team on all aspects of management in relation to non teaching administration.
· To manage the data and administration systems in schools ensuring compliance with statutory regulations and deadlines.
· To manage the financial and administrative functions in the school.
· To assist in the management of all financial resources of the school and to be a high level administrative resource, advising on personnel and procurement, coordinating and monitoring all contracts.
· To ensure that the admin support staff are deployed in an effective way in order to provide an efficient administrative service to the Governors, Leadership Team and teaching staff. To service the Governing Body, as required and manage the premises manager.
· To jointly develop administrative procedures for the school and to be responsible for maintaining and operating agreed procedures in order to ensure that all legal requirements are met.
· To assist with income generation, preparing bids as necessary.
· To ensure a high standard of confidentiality and integrity in all school matters.

MAIN DUTIES AND RESPONSIBILITIES

Data and Management systems
· To oversee the development of all management systems in the school.
· To ensure data systems in relation to pupil data are used efficiently and that statutory returns are completed on time.
· To support and train other staff in data management and administrative systems.

Finance and Procurement
· To have oversight in conjunction with the Headteacher, all matters relating to the administration of school finances, including bank accounts, in accordance with the Standards for Financial Administration in Schools issued by the local authority, to a high standard of efficiency.  Provision of management information to Governors and the Leadership Team.
· Keeping all school accounts and preparing income and expenditure reports in accordance with DfE regulations; preparation of accounts for submission to auditors and returns to the LEA as necessary.
· Manage procurement undertake best value review, including an annual review of all service contracts with Islington Schools HR and the London Borough of Islington.
· To undertake responsibility for and use of the school’s I.T. finance systems (Access, excel etc) to keep financial records.
· With the Headteacher/Deputy undertake an annual budget planning exercise for the dissemination of the school’s budget allocation, in line with the school improvement plan, for the approval of the governors. Allocate the agreed budget to specific budget holders.
· To take an overview of the school budget and advise the Leadership Team of any potential deficit or other finance related issues, their implications and make recommendations on possible solutions. To produce budget monitoring and other financial reports for the governor.
· To be responsible for the monitoring of financial activities of the Children’s Centre and to report on a regular basis, as required by centre management, central finance and funder terms and conditions.
· Maintenance and oversight of bank accounts, VAT accounting /returns and payment, cash handling, public and private funds and/or maintenance of relevant school web applications to ensure the school is cashless.
· Comply with financial reporting requirements and submit statutory returns, including to ensure VAT returns, end of year accounts, budget monitoring ready for external audit and presentation to governors.
· To update local finance related policies as required.
· Monitoring payments of salaries by the school's payroll agency ensuring that returns are completed to deadline e.g. pension, taxation and NI.
· Oversight of ordering, processing and payment of all invoices and statements of account for all goods and services provided to the school or by the school.
· Ensuring maintenance of the inventory of assets and compliance with procedures for the disposal of redundant equipment/assets.
· Analysis of costs and other statistical information and supervising the computerised financial system.
· Oversee cash handling procedures within the school and in particular catering operations.
· Responsibility for seeking professional advice on insurance for the whole school. Implementing the approved insurance, and handling any claims that arise.
· To be responsible for the arrangements for school facilities, including catering, transport, booking facilities for out of school activities.

Human Resources
· To have responsibility for all administration support staff including the site manager and extended school manager, cleaning and catering contractors, making best use of the physical, financial and human resources available. 
· Developing and implementing an induction, performance management and training process for all support staff, and ensuring that job descriptions are kept under review. 
· Ensure staff records including computerised staff records are up to date, and secure, including all sickness and other absences, identify sickness management issues and raise with the Headteacher.
· To check payroll reports and ensuring all pay costs are appropriate and budget areas are correctly charged.
· To liaise with relevant agencies/bodies on recruitment of agency staff, pay and other pay related matters.
· Ensure that recruitment, appraisal, disciplinary and grievance policies are administered in accordance with employment law 
· Advise on HR issues within school and liaise with the external HR provider
· Conduct reviews of the school’s staffing structure to ensure effective deployment of staff and financial efficiency
· To ensure the timely completion of data returns e.g. annual DfE return (census).
· To prepare reports for Governors Personnel Committee as required.

Premises /Health & Safety
· To have responsibility for the management of the premises to ensure that buildings, grounds and facilities are developed and maintained to the highest standard in order to provide an outstanding learning and working environment for pupils and staff, and a first class resource for the community.
· To manage lettings, ensuring they are consistent with the values of the school.
· Manage the school’s compliance with health and safety regulations, and put in place processes and procedures to ensure the safety of all in the school 
· Organise faire, risk assessment, health and safety training for staff and ensure all staff remain up to date
· To strive to create an environment that is welcoming, attractive and stimulating, as well as functional.
· To prepare reports for Governors Premise Committee as required.

Information and Communication Technology
· To manage the school’s technology/ network and help to identify enhancements required.
· To implement all upgrades to the network and ensure backup for data.
· To ensure that all administrative staff are adequately trained in the Financial and administrative ICT software.
· To keep abreast of Data Protection legislation and develop policy and procedures to ensure the school operates within the relevant legislation.

General Management
· Track all school policies and ensure they are updated in accordance with the policy review schedule
· To undertake such other duties as may be required by the Headteacher, which are commensurate with the job and grade;
· At all times carry out duties with due regard to the school’s Health and Safety Policy.
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· Lead and coordinate the school’s marketing and advertising strategy to promote the school effectively to prospective families.
· Ensure pupil numbers remain strong and continue to grow across all phases of the school, including the 2-year-old provision and nursery.
· Develop and maintain high-quality promotional materials, including the school website, prospectus, social media and printed marketing resources.
· Manage targeted advertising campaigns and community outreach to increase awareness of the school and attract new families.
· Work closely with the Headteacher and leadership team to promote the school’s vision, achievements and strengths within the local community.
· Coordinate and promote open days, tours and transition events to support recruitment and engagement with prospective parents.
· Monitor and evaluate the impact of marketing activities, adapting strategies to ensure continued growth in pupil numbers.
· Build positive relationships with local nurseries, childcare providers and community organisations to strengthen early years recruitment pathways.

Personal Responsibilities
· To carry out the duties and responsibilities of the post, in accordance with the school’s Health and Safety Policy and relevant Health and Safety Guidance and Legislation.
· To promote the safeguarding of children.
· To use information technology systems as required to carry out the duties of the post in the most efficient and effective manner. 
· To undertake training and professional development as appropriate.
· To undertake other duties appropriate to the post that may reasonably be required from time to time.

Performance Standards    
· To ensure that the school’s customer care standards and catholic ethos are met and adhered to.
· At all times to carry out the responsibilities of the post with due regard to the school’s Equal Opportunities policy.   


Fundamental to fulfilling the responsibilities of this post is the ability to respond flexibly, positively and successfully to the ever-changing pressures which schools face. This job description is a guide to the level and range of responsibilities, which the postholder will initially be expected to undertake. It’s neither exhaustive nor inclusive and will be changed from time to time, so as to meet the changing circumstances and demands. It will not form part of the post-holder’s contract of employment. 
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Person Specification
School Business Manager

Our Family at St Joseph’s Learns, Loves and Grows with God at the Centre

The essential and desirable requirements needed in order to do the job are listed below.  Applicants will be short-listed solely on them meeting these requirements.

Education and Experience
· Educated to degree level or equivalent
· A school business management qualification or equivalent experience
· Proven management experience in finance, human resources or a similar field 
· Successful leadership and management experience in a school, or in a relevant field outside education
· To have a knowledge of Access, Arbor or similar packages.
· Experience of managing multiple priorities & projects
· Proven experience of setting high standards and operating within a best practice framework.

Knowledge, Skills and Abilities 
· Understanding of good management practices and the policies and systems to support them.
· Strong organisational, financial, interpersonal and communication skills 
· Ability to use own initiative to identify issues, problem solve and implement solutions
· Ability to interpret information and devise policy or practice 
· Commitment and willingness to meet the demands of the ethos and flexible working arrangements of the school.
· Evidence of good interpersonal skills and the ability to work as member of a team and develop and maintain good relations with all members of the school community. To work co-operatively with the staff of the Local Authority and other agencies.
· Evidence of the ability to communicate clearly and concisely both orally and in writing and to produce technical and financial information in a way that is comprehensible to lay persons.
· Evidence of an understanding and commitment to Equal Opportunities both in service delivery and employment, and an understanding of its effective operation within a school.
· Experience of fund-raising and successful marketing and promotional activities
· Evidence of ability to lead & manage a team and the personal qualities required to set an example to others, including the ability to motivate and support a team.
· Advanced ICT skills, including a good understanding of ICT systems and the ability to develop them.
· Understanding of Data Protection legislation and putting it into practice.
· Experience of project management.
· Good working knowledge of employment law issues

Personal qualities
· Committed to the values and mission of a Catholic school, supporting the faith life of the school through your conduct and service.
· Commitment to acting with integrity, honesty, loyalty and fairness to safeguard the assets, financial probity and reputation of the school
· Ability to work under pressure and prioritise effectively
· Commitment to maintaining confidentiality at all times
· Commitment to safeguarding and equality
· Embraces change well 
· Evidence of flexibility and being open to new ideas.
· Deals with difficult situations effectively

Please note that appointment is subject to a DBS Enhanced Disclosure.
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