CHESHIRE WEST AND CHESTER COUNCIL

JOB DESCRIPTION


	JOB TITLE:


	School Business Manager

	REFERENCE:


	AAAF 7056

	GRADE:


	8

	RESPONSIBLE TO: Headteacher

	


JOB PURPOSE
To provide Business Management and Administrative support to the Headteacher and Governors to ensure best value and the successful and effective operation of the school.
PRINCIPAL RESPONSIBILITIES

	1


	Manage the financial operations of the school; ensuring that necessary financial data is available to the Head Teacher and Governors, including preparation and formulation of a school budget in accordance with LMS Regulations, preparing statements and financial records for annual audit, etc.   


	2
	Act as Systems Manager for the administration computer network that operates the Schools Information Management Systems (SIMs) and Local Resources Management.


	3
	In co-operation with the Headteacher ensure the implementation of regulations to comply with legislation concerning the employment of staff. (Day to day administration of personnel procedures)


	4
	Manage the production of statistical data relating to the school; in order to submit reports and returns to County, Ofsted, DfES, etc as required.


	5
	Manage the School Office ; and ensure efficient administrative and support systems are in place for the effective operation of the school.  Manage clerical staff directly to ensure effective deployment for the benefit of the school.  


	6
	Liaise with caretaking staff for maintenance, cleaning, refurbishment, health and safety, and security, site issues 


	7
	Provide administrative support to Governors’ meetings and school parents’ association`.

	8
	Identify fundraising opportunities  (sponsorships, external grants, match funding), and administer in order to generate income for the school.


	9
	To manage and administer health and safety policy and procedure across the school including day to day, risk assessments, residentials, school trips and vehicles. 


	10
	To manage administer HR Policy and Procedures in line with CWAC.


NOTE

Notwithstanding the detail in this job description, in accordance with the Council's Flexibility Policy the job holder will undertake such work as may be determined by the Director/Corporate Manager from time to time, up to or at a level consistent with the Principal Responsibilities of the job and in any location within the Cheshire West and Chester Council. 

IMPORTANT





THE REHABILITATION OF OFFENDERS ACT


The provisions of the Rehabilitation of Offenders Act relating to the non-disclosure of spent convictions do not apply to this job, YOU MUST, THEREFORE, DISCLOSE WHETHER YOU HAVE ANY PREVIOUS CONVICTIONS ON THE BACK PAGE OF THE APPLICATION FORM. 





If successful, you will also be required to apply for a Criminal Record Check from the Disclosure and Barring Service.  The level of check required for this job is an Enhanced Disclosure. Further information is contained in the Further Details document enclosed.











