[image: ]Farnworth CE Primary School 
School Business Manager
Purpose of the Role
The School Business Manager (SBM) is a key member of the Senior Leadership Team, providing strategic, professional and operational leadership across the school’s business functions. The SBM ensures the effective and efficient management of finance, human resources, premises, health & safety, ICT and administration, enabling the Headteacher and Governing Body to deliver the school’s Christian vision, values and strategic priorities. 

Key Responsibilities
1. Financial Management
· In conjunction with the Local Authority, lead the planning, preparation and monitoring of the school’s annual budget, ensuring financial stability and compliance with statutory and audit requirements.
· Manage financial systems, processes and controls, including purchasing, invoicing, reconciliation, banking and financial reporting.
· Oversee payroll, financial administration and associated documentation for both the school and Farnworth Wraparound Care CIC.
· Prepare financial reports for the Headteacher, Governors, Local Authority and external agencies.
· Lead on audit processes, respond to financial reviews and ensure best value principles are applied.
· Manage procurement, tendering, contract negotiation and service level agreements.
· Maintain the school’s asset register and inventories.
· Support income generation, including grants, lettings and traded services.
2. Human Resources and Staffing
· Manage HR processes for both the school and Farnworth Wraparound Care CIC, including recruitment, induction, contracts, payroll administration and absence management.
· Maintain accurate and confidential personnel records in line with safeguarding, GDPR and employment legislation.
· Maintain and update the Single Central Record to ensure full DfE compliance.
· Provide advice to the Headteacher on HR matters and support staff well‑being and development.
· Lead performance management processes for administrative, site and ancillary staff.
· Ensure staff training, development and appraisal systems are effectively implemented.
3. Premises and Health & Safety
· Line manage site maintenance staff and oversee the maintenance, security and development of the school site and buildings.
· Ensure compliance with health and safety legislation, risk assessments, statutory inspections and record‑keeping.
· Coordinate with external contractors and ensure they follow safeguarding and H&S procedures, including asbestos register checks.
· Maintain records of fire drills, alarm tests, emergency procedures and maintenance schedules.
· Support the Headteacher with risk assessments and contribute to the school’s disaster recovery and business continuity planning.
· Oversee lettings of the school premises and ensure appropriate financial and safeguarding arrangements.
4. Administration and Operational Management
· Lead and develop the school’s administrative systems, ensuring efficient, high‑quality support for pupils, staff, parents and visitors.
· Ensure the school office provides a welcoming, professional and effective reception service.
· Oversee statutory data returns (e.g., Census, DfE submissions) and ensure accurate record‑keeping.
· Manage the school website, ensuring it is compliant, up to date and an effective communication tool.
· Oversee procurement, contracts and service agreements to ensure value for money.
· Support the organisation of school events, activities and communications.
· Manage the school’s Management Information System and administrative ICT systems.
5. ICT and Information Systems
· Develop and implement a strategic approach to ICT that supports teaching, learning and administration.
· Ensure compliance with data protection, cyber security and ICT policies.
· Support the introduction of new technologies and improvements to existing systems.
· Assist teaching staff with curriculum software setup where required
6. Leadership and Strategic Support
· Act as a key member of the Senior Leadership Team, contributing to school improvement planning, policy development and strategic decision‑making.
· Provide professional advice to the Headteacher and Governors on finance, HR, premises, ICT and operational matters.
· Lead on compliance with statutory and regulatory requirements across all business functions.
· Model and promote the school’s Christian ethos, values and high expectations.
· Build and sustain effective relationships with staff, parents, governors, external agencies and the wider community.


	Person Specification
	Essential  
	Desirable 

	Experience
	
	

	· Proven experience in financial management, budgeting and resource planning.
	 ü
	

	· Experience of managing administrative or business support functions.
	      ü
	

	· Experience of motivating, leading and developing staff.
	
	ü

	· Experience of procurement, tendering, contract management and income generation.
	ü
	

	· Experience of HR processes and payroll administration.
	
	ü

	· Experience of facilities or premises management.
	
	ü

	· Experience with MIS or public‑sector finance systems (e.g., SIMS).
	
	ü

	· Experience in an educational setting
	
	ü

	
	
	

	Knowledge and Skills
	
	

	· Strong understanding of financial procedures, audit requirements and value‑for‑money principles.
	ü
	

	· Knowledge of safeguarding, health & safety legislation and GDPR.
	ü
	

	· Ability to analyse data, produce reports and support strategic decision‑making.
	ü
	

	· Excellent organisational, communication and interpersonal skills.
	ü
	

	· Ability to manage competing priorities and work effectively under pressure.
	ü
	

	· Strong ICT skills and proficiency in financial and administrative software
	ü
	

	
	
	

	Personal Attributes
	
	

	· Commitment to the school’s Christian vision, values and ethos.
	ü
	

	· Integrity, confidentiality and professionalism.
	ü
	

	· Respect for children and a commitment to safeguarding.
	ü
	

	· Calm, resilient and solution‑focused.
	ü
	

	· Empathetic, flexible and able to build positive relationships.
	ü
	

	· Highly motivated with a drive for excellence and continuous improvement.
	ü
	

	· Strong attendance, punctuality and reliability.
	ü
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