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_____________________________		________________						

Job Description:		School Business Manager

Reports to:			Headteacher 
	



Review and Amendment:  This job description will be reviewed annually and may be subject to modification and amendment following consultation between the Headteacher and the position holder.

Job Purpose
Reporting to the Headteacher and an active member of the Senior Leadership Team, play a key operational role in the management of the service to meet the school’s aims and school improvement plan.  Responsible for the effective management of financial resources, management information systems, ICT, HR and administration procedures. 

Key Task Areas and Responsibilities 

· Provide leadership, management, direction and support to the school support staff.
· Ensure the school reception is operated in a professional manner providing an effective and efficient reception service to all visitors to the school (internal and external).
· Ensure school ancillary staff operate school safeguarding procedures effectively to verify the identity of visitors to the school and the electronic entry system.
· Ensure all school ancillary staff fulfil their duties effectively and timely. 
· Ensure effective administration procedures are in place for the effective operation of the school. 
· Responsible for the oversight of recruitment, induction, supervision, appraisal and training of the school staff group within line management.
· Manage the attendance of the school staff and support line managers with conducting return to work interviews and absence review meetings in line with the company’s Attendance Policy.
· Manage the performance and conduct of school ancillary staff in line with the company’s policies and procedures. 

General
· Provide an effective, timely and confidential administration support to the Headteacher and Senior Leadership Team as required.
· Ensure that relevant records and documents are kept up to date and are stored securely and confidentially at all times.
· Operate at all times in accordance with school policies and procedures
· Participate in training and take responsibility for personal development.
· Participate in team meetings, supervisions and annual reviews in accordance with school policy and the standards set by the Regulatory Body.
· Work to promote the school as a valued, professional asset within the community and also promote a culture that individuals and staff conduct themselves at all times in a manner that reinforces this image. 
· Ensure that all actions taken are in the interests of the pupils and the school.
· Work to and exhibit the value of the school and maintain standards of behaviour in accordance with the school policies, procedures and practices.
· Carry out any other reasonable and relevant duties as required
· Delegate responsibilities based on competence of staff and needs of the school and review in order to promote teamwork and communication. 
Personnel
· Support the Headteacher and Senior Leadership Team with the recruitment and selection process ensuring compliance with safer recruitment practice, the company recruitment and selection policy and Regulatory Body requirements 
· Responsible for the Single Central Register, ensuring it is up to date with all relevant information.
· Liaise with Employment Agencies for the supply of temporary personnel, ensuring that any supplied personnel have been checked appropriately prior to being placed and their identity is verified on attendance.
· Record and monitor staff attendance
· Liaise with the HR and Recruitment team at head office in relation to DBS applications and renewals to ensure appropriate documents are provided and processed in a timely manner.
· Monitor and record annual leave for non term-time employees.
· Liaise with the HR team in a timely manner in relation to HR and ER matters.
· Liaise with HR on the appointment of specialist self-employed contractors to ensure all appropriate checks are undertaken and a self-employed agreement is entered into. 
· Ensure that all staffing variations are submitted accurately and are authorised prior to any recruitment or offers of employment.
· Ensure that all staff personnel records are maintained.
· Give advice to staff and mangers on published company policies and procedures, liaising with the central team as required. 
· Replay people management advice to managers with assistance from the central HR team.
· Maintain HR records relating to queries
· Assist staff and managers in locating and applying company policies and procedures including the timely application of processes as dictates by company polices and employment law. 
· Ensure that all records regarding staff supervisions/appraisals are updated and filed appropriately. 

Financial
· Together with the Headteacher, monitor and manage the school’s budgets to ensure all school and staff expenditure is in line within the budgeted limits.
· Identify opportunities for efficiency savings to the school Headteacher in order to ensure the efficient management of the school.
· Oversight of petty cash and associated register ensuring that weekly and monthly returns are accurate and balance. 
· Responsibility for the company credit cards, manage/authorise spend and ensuring receipts match with monthly statements for submissions to the finance department.
· Responsibility for authorising the purchase of items and ensuring cost efficiency of spend and best value.
· Utilise preferred supplies or company contracts where appropriate.
· Prepare monthly financial reports, reporting on pupil numbers, income and expenditure.
· Ensure financial systems are in place for the effective management of all financial resources and meet the company’s requirements.
· Work in conjunction with the finance team to ensure all expenditure is kept within budget limits and all financial policies are adhered to.
· Work with the finance team to review budget variations and profit and loss items, providing a detailed report for submission as required.
· Work with the finance and payroll team to process an accurate record of teacher’s pensions, including annual returns. 
· Ensure that payroll receive appropriate information to pay staff correctly. 

Facilities & Estates Management
· Liaise with the Estate Manger on building works and projects.
· Maintain records of all staff driving statuses regarding company vehicles to ensure compliance with the company insurance requirements.
· Liaise with the Estate Manager to ensure that records relating to all equipment, including warranties, service agreements, inventories, asset registers etc. are maintained and updated as necessary.
· Responsible for in-house catering budgets. 
· Support the Estate Manager to liaise with support site compliance, ensuring all statutory cheeks, health and safety requirements, maintenance schedules and compliance records and completed, monitored and maintained appropriately. 

Risk Management
· Liaise with and support the Estate Manager to ensure H&S compliance, ensuring appropriate risk assessment and management is in place and reviewed regularly.
· Support the Estate Manager with emergency systems and procedures. 

Training
· Oversee the Compliance Admin Assistant in planning and coordinating staff training and development programmes, including managing the school's training schedule, producing training lists and monitoring compliance with mandatory training requirements.
· Oversee the Compliance Admin Assistant to ensure effective induction training is provided for new employees and that all relevant records are maintained at the school.
· Work collaboratively with the Compliance Admin Assistant to identify, prioritise and coordinate training requirements, ensuring they align with the school's strategic priorities and operational needs.
· Develop, monitor and manage the school's staff training and CPD budget, ensuring expenditure is accurately recorded.
· Oversee the Compliance Admin Assistant to ensure training commitments are planned within available budgets and that funding opportunities are identified and maximised where appropriate.

Communication
· Work with the HR team to ensure that new policies and processes are communicated to managers and staff
· Support with marketing campaigns including coordination of invites and preparation of school events
· Ensure that the school website is regularly updates
· Responsible for effective communication systems within the school
· Develop key networks and partnerships to promote the school


Referrals, Admissions, Assessments and Reviews
· Assistant the school Headteacher with regularity processes and notifications when required.
· Work in conjunction with the SENCO team to maintain a database / diary system for all pupils, parents, guardians, LEA’s, social services 


Compliance
Work with the Headteacher to ensure compliance of:
· SCR
· Admissions Register
· Independent School standards 

Data Protection & GDPR
· Ensure compliance with Data Protection legislation, GDPR requirements and company information governance procedures
· Act as the school’s lead for data protection compliance, liaising with the Data Protection Officer when required. 



Safeguarding 
Bramfield House School is committed to the safeguarding and promotion of the welfare of all children and young people in our care.  All staff have a key role and responsibility in this area.  This post is subject to an enhanced DBS check. 

Confidentiality
It is expected that all Bramfield House School employees understand the nature of our work is confidential and details about our pupils and their families, associated services, pupil records and activities/incidents at the school should not be divulged to members of the public.  If there is a breach of confidentiality, this may result in disciplinary action being taken.

Conclusion
This job description and specification is intended to convey information essential to understanding the scope of the job and the general nature and level of work performed by post holder. However, the job description can never be fully exhaustive of unforeseen changes or circumstances.  It is expected that staff will, within reason, respond to unforeseen circumstances and emergencies as they arise, commensurate with their qualifications, experience and the situation.
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School Business Manager

PERSON SPECIFICATION

	Experience
	Essential
	Desirable

	Relevant experience within a senior administration role
	✓
	

	Relevant experience in a management/financial role
	✓
	

	Experience of working with young people/young adults with special educational needs 
and/or challenging  behaviour
	✓
	

	  Experience of working within an educational setting 

	✓
	

	Experience of managing a team
	
	✓

	Degree level or equivalent at professional qualification level
	
	✓

	Skills
	Essential
	Desirable

	Sound knowledge of administration practices and applications
	✓
	

	Good knowledge of a specialist area
	✓
	

	Good knowledge and understanding of people management
	✓
	

	Effective leadership skills
	✓
	

	Ability to motivate a team and individuals
	✓
	

	Effective communication skills, verbal and written
	✓
	

	Ability to work independently and as part of a team
	✓
	

	Self-starter and competent in using own initiative
	✓
	

	Good financial management skills and financial awareness
	✓
	

	Competent IT skills
	✓
	

	Good organisational and time management skills
	✓
	

	  Ability to draft correspondence including letters and memos for internal and external 
  recipients
	✓
	

	Qualifications & Training
	Essential
	Desirable

	Undertake relevant group induction training on commencement
	✓
	

	Financial qualification
	
	✓

	Admin Qualification/ IT qualification
	
	✓

	  Willingness to work towards relevant qualifications if and when required.
	
	✓

	Other
	Essential
	Desirable

	Commitment to the values of the organisation
	✓
	

	Driving licence
	✓
	

	Able to work variable working hours
	✓
	

	Ability to relate well to children and embrace the ethos of the school
	✓
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