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The Good Shepherd Catholic Primary School

Job Description – School Business Manager
Management and Accountability

The School Business Manager (SBM) is directly accountable to the Headteacher and Governors. This job description outlines the main responsibilities of the role, which may be reviewed in consultation with the postholder.

Purpose of the Role

· The SBM is the school’s leading support staff professional and a member of the Senior Leadership Team (SLT), working in partnership with the Headteacher to ensure the school achieves its educational aims.

· The SBM promotes the highest standards of business ethos and ensures the most effective use of resources in support of teaching, learning, and pupil outcomes.

· The SBM has strategic responsibility for:

· Financial Resource Management
· Human Resources Management
· Administration & Compliance
· Facilities & Premises Management
· Health & Safety
· ICT & Management Information Systems
· The SBM plays a key role in safeguarding, ensuring compliance with Child Protection and Safer Recruitment policies.



Key Responsibilities

A. Financial Management

· Lead on all aspects of financial management, ensuring compliance with statutory and local authority requirements.

· Prepare and monitor budgets, provide reports and forecasts, and advise SLT and Governors on financial strategy.

· Oversee procurement, contracts, and service-level agreements, ensuring best value.

· Manage payroll, income collection, and banking arrangements.

· Liaise with LA, Diocese, HR, and external auditors as required.

B. Human Resources

· Lead on recruitment, induction, and safer recruitment processes.

· Maintain staff records, contracts, and HR systems (e.g. SIMS).

· Manage absence, leave, and cover arrangements.

· Line manage and support the professional development of non-teaching staff.

· Maintain the Single Central Record (SCR) and ensure GDPR compliance.

C. Administration & Compliance

· Lead the school office and ensure efficient, professional administrative systems.

· Oversee statutory returns (e.g. Census, DfE, Diocese).

· Manage ICT and information systems including SIMS and Statlog.

· Support whole-school communications and website management.

D. Premises & Facilities

· Oversee premises management, maintenance, and site development.

· Manage health & safety compliance, including risk assessments and statutory testing.

· Liaise with contractors, consultants, and the Diocese on capital projects.

· Monitor catering services, ensuring value for money and healthy standards.

· Act as a keyholder and ensure site security.

E. Public Relations & Income Generation

· Support school communications and community engagement.

· Explore opportunities for income generation, lettings, and bid writing.

· Support fundraising and whole-school events.
· Ensure an effective marketing and communications strategy for the whole school.
·  Maximise income generation within the ethos of the school and ensure value for money principals are adopted, for example, in extended schools’ activities.

· Secure funds to which the school is entitled; act as point of contact with central and other agencies about grant applications, gifts and other donations, including the School Voluntary Fund.
· Secure bid-based competitive funds by effective use of bidding systems and contacts.

· Prepare bids and generate new income streams and grant funding.
·  Build strong partnerships with PTA, local community, businesses and organisations to enhance opportunities for pupils and families.

F. Safeguarding
· Ensure all support services, contractors, lettings and third-party providers meet safeguarding requirements.

· Maintain safer recruitment compliance for all non-teaching appointments.
· Oversee GDPR compliance, ensuring safe management of staff/pupil data.
·  Be fully aware of and understand the duties and responsibilities arising from the Children’s’ Act 2004 and Keeping Children Safe in Education in relation to child protection and safeguarding children and young people as this applies to the role within the organisation.

G. Other Duties

· Support the Headteacher and Governors in school policy development.

· Undertake any other reasonable duties commensurate with the role.

· Act in accordance with the Catholic ethos and values of the school.



Person Specification

	Criteria
	Essential
	Desirable

	Education & Training
	Minimum 5 GCSEs/O Levels (including English & Maths)
Qualification or equivalent professional experience in a relevant discipline
Finance and budget management experience
Experience of leading business disciplines (e.g. HR, Procurement, Premises management)
Willingness to attend further training
Proficient in IT (Microsoft Office)
	Educated to Degree level or equivalent
School Business Management qualification
Leadership and line management experience

	Experience
	Competency in using a finance IT system (e.g. FMS, SAGE)
Experience of budgets and financial planning
Able to work under pressure and meet deadlines
Understanding of safeguarding requirements
	Experience in a finance/business environment
Knowledge of FMS, SIMS, Access
Experience in HR, Health & Safety (including risk assessments), GDPR, premises management, procurement, and contract/supplier management

	Abilities & Skills
	Excellent oral and written communication
Strong organisational skills
Ability to maintain confidentiality
Working knowledge of internet applications
Self-motivated and able to use initiative
High level of accuracy and presentation
Ability to relate well with children and adults
Resilience and positive outlook
	Experience of working with school governors
Ability to present complex financial information clearly
Experience of public sector procurement
Experience in income generation/bid writing

	Personality
	Commitment to upholding Catholic ethos and values
Interest in all aspects of school life
Calm and confident approach
Adaptability and flexibility
Friendly and approachable
Sense of humour
Personal integrity
	


