Job Description

	Position :
	Business Manager

	Name:
	

	Relationships:
	The post holder is responsible to the Headteacher in all matters and is a member of the schools Senior Leadership Team (SLT).
The post holder supervises the finance, facilities, office admin and IT technical teams.
The post holder also interacts on a professional level with colleagues and seeks to establish and maintain productive relationships with them and to promote mutual understanding of the school curriculum with the aim of improving the quality of teaching and learning in the school.


	Purpose / Overall Objective

	· To support the Headteacher by ensuring all the business needs are planned, managed and delivered in an efficient and effective manner.

· To support the Headteacher and contribute to the strategic vision and leadership of all aspects of finance, facilities, administration and personnel.

· To lead the financial management of the school, identify opportunities to improve the financial strength of the school and ensure that correct procedures and systems are in place.

· To be responsible for the school site and its buildings, their maintenance, development and efficient use.

· To lead and develop specific teams of non-teaching staff to support the day-to-day activities of the school and secure the delivery of the school improvement plan

	Key Tasks

	Principal Responsibilities
1. To advise the SLT on matters relating to finance, facilities, personnel and health & safety.
2. To be accountable to the Governing Body for the maintenance and control of all financial information, systems and processes.
3. To work with the Chair, Vice Chair, Committee Chairs and Clerk to the Governors and to attend meetings as appropriate to ensure that governors have all the relevant data and information to make key strategic decisions and set the direction for the school. 
4. To take delegated responsibility for premises and financial decisions following appropriate discussions with the Head Teacher.
Finance
Working with the Head Teacher, the Business Manager will provide specific expertise in long-term financial management. Specific responsibilities include:
1. Ensuring the school has appropriate financial systems and controls in place and managing all aspects of the school’s financial systems in accordance with the agreed policies and timetable; ensuring accurate financial records are maintained, and reporting on a regular basis to the Head Teacher and Governors.

2. Ensuring that the financial transactions in the school are carried out in an appropriate manner and that the financial regulations of both the LA and the school are observed.

3. Developing finance policies to be implemented by the school
4. Attending Governors meetings as appropriate and fulfilling the role of lead professional with the Finance and Premises Committee.

5. Leading activities to generate income to support the school improvement plan, including writing and submitting bids.
6. Managing the tendering for all service contracts; monitoring all insurance policies, with a view to cost effectiveness, including the submission of claims
7. Submitting capital bids to the LA, monitoring and control of capital expenditure on buildings and grounds, placing of contracts, appointment and monitoring of contractors

8. Supporting staff responsible for delegated budgets with procedures that enable them to monitor these budgets and achieve best value.
9. Monitor the standard and cost effectiveness of any service contractors e.g. catering.

Facilities

The Business Manager will lead the school facilities staff and will be responsible for the overall management and maintenance of the buildings, facilities, grounds, fabric and furnishings of the school. Specific responsibilities include:
1. Taking the lead on implementing a Premises Development Plan including energy conservation.
2. Lead the schools facilities staff ensuring the proper maintenance and repair of the school is carried out, and progress monitored.
3. Acting as Health and Safety Officer for the school and advising on all related matters, including measures in the event of emergencies; reporting to Governors.
4. To formulate, monitor, implement and review the school’s Health & Safety policy including the introduction of all risk assessment procedures.

5. In co-operation with the Fire Service ensure the installation and maintenance of equipment for protection against and escape from fire. Keeping records and initiating regular fire practices.

6. Oversee all arrangements for the cleaning of the school site and recruitment of cleaners

7. To be responsible to the Head Teacher for the security, maintenance, heating, cleaning and other general site services within the premises.
8. To deal with all external agencies delivering services to the school, and to deal with all aspects of tendering, generating estimates and monitoring the work of on-site contractors.
9. To seek all opportunities of maximising income to the school including lettings, identifying grants and working within the local community, our neighbours and the business world to promote the school positively
 Personnel and Administration
1. Lead teams of staff (finance, facilities, office admin, ICT technical team) to support the school’s prime activity of teaching and learning.
2. Be a senior staff leader for all support staff helping to create cohesive and effective teams

3. Meet regularly with support staff managers for strategic and operational purposes.

4. Take responsibility for the single central record and lead the Head’s P. A in keeping it accurate and up to date.
5. Support the recruitment, retention, induction, review and development of support staff.

6. Assist the Headteacher and governing body to ensure that effective personnel policies and procedures are in place.

7. Organise the completion of statutory and other returns to the LA, DFE and other organisations.

8. Ensure school transport requirements are met efficiently and effectively, with a view to both cost and safety.

Additional Duties

· Participate in the Performance Management process.
· Contribute to the school ethos by helping to maintain good order, appearance and discipline of all students within and beyond the classroom.
· Participate in meetings with colleagues and parents relative to the post.
· Undertake other tasks as reasonably requested by the Headteacher or Headteacher designate



This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the School in relation to the post holder’s professional responsibilities and

duties.
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