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JOB DESCRIPTION AND PERSON SPECIFICATION

	Job Title:
	School Business Manager

	HBC Grade:
	HBC7

	Service:
	Schools

	Division:
	The Bridge School



	Main Purpose of the Role

	To organise, maintain and monitor the School’s financial personnel systems and to manage the office functions to ensure an effective service to the School. To line manage administrative and ancillary staff, including commissioning.  To be an active member of the School’s leadership and management team. To be responsible for financial aspects of resource management, administration management, information and ICT management, property management and Health and Safety management.




	Key Duties 

	Leadership, Strategy and Management 

	1
	Contribute to the planning and management of change to meet the school development/strategic plan.

	2
	Report to, the Head teacher and Senior Leadership Team on a regular basis with regard to all school matters - finance, administration, personnel, site management, ancillary arrangements, ICT and Health & Safety

	3
	Develop annual budget statements, financial statements, forecasts and best value procedures.

	4
	Line manage the Administrative Team, the Examinations Officer, and the Premises and Catering team/s, including assisting in the creation and implementation of recruitment, induction, appraisal, training and mentoring systems for these staff.

	5
	Administrate the recruitment oversight, compliance oversight and document access of the Management Committee.

	Finance

	1
	Responsible for the all the school’s administrative, information technology and financial systems including implementation and review of appropriate Management Information, Accounting and Record Systems, and interrogation and provision as appropriate of quality information and reports and government returns.

	2
	Manage the financial compliance and progressive relationships with referring schools through Service Level Agreements, ensuring all student and training referrals are financially accounted.

	3
	Ensure financial compliance for all statutory Management Committee (governance), Local Authority and Department for Education processes.

	4
	Order of supplies and equipment for the school and associated payments to suppliers 


	5
	Prepare work specifications for tender and assisting with the selection of contractors, sourcing grants and generating income.

	6
	Manage the maintenance of an assets register and inventory of any building managed by the school.

	Personnel and Staffing

	1
	Manage all relevant School HR and payroll procedures including all relevant recruitment, payroll, and administration.

	2
	Ensure and implement full coverage of staff welfare procedures, sickness and leave reporting, and return to work processes.

	3
	Update and complete The Single Central Register meeting DfE compliance; maintain and update school personnel database.

	4
	Liaise with the Head teacher on personnel issues.


	5
	Manage, lead and conduct Performance Management for all staff supervised and ensure collation of relevant documentation.

	6
	Oversee the administration and line management delegation of all recruitment processes: approval, advertising, submissions, safer recruit process, pre-employment compliance, induction.

	Property Management

	1
	Oversee the letting of the school premises to outside organisations and School staff, and for the development of all school facilities for out-of-school use, with particular reference to training

	2
	Assist Head Teacher with risk assessments for all school sites including analysis and provision of relevant information to for Management Committee.

	3
	Keep appropriate records – school maintenance schedules, fire practice, alarm tests, emergency procedures etc.  

	4
	Oversee the Premises Manager’s adherence to Health and Safety Regulations


	5
	Manage the co-ordination of purchase, repair and maintain of all furniture and fittings.


	Administration

	1
	Manage the School’s administrative and financial computer network, the implementation of appropriate Management Information Systems and the full computerisation of the administration accounting and record system.

	2
	Manage the provision for the preparation and production of quality information and reports for professionals in referring schools and collaborating agencies.

	3
	Ensure through line management that the school website is current, compliant and an effective information portal for all stakeholders.

	4
	Ensure that the Reception of the school is well presented and operates in a effective and positive way for the students and staff of the school and all visitors.

	Examinations

	1
	Line manage the Examinations Officer.


	2
	Ensure the examinations continency plan is followed in the absence of the Examination Officer.

	ICT and Information Systems

	1
	Ensure that the School has a strategy for using technology aligned to the overall vision and plans for the School ensuring value for money.

	2
	Communicate the strategy for relevant policies, including Data Protection for the use of technology in School.

	3
	Assist in the introduction of new technology or improvement existing technology as identified.

	Health and Safety

	1
	Administer all relevant Health and Safety procedures and to ensure that all relevant                             process and records are operational and adhere to Health and Safety Regulations

	2
	Oversee catering and food safety compliance in line with Environmental Health regulations, over all school sites.

	3
	Oversee the effective management of contracted (through SLA) or employed school cleaning staff

	General

	1
	Be aware of and support difference and ensure equal opportunities for all.


	2
	Contribute and lead to the overall ethos and aims of the School, ensuring that students understand, through effective communication and modelling, a clearly defined code of conduct and interaction

	3
	Participate in training and other personal learning activities and performance development as required.

	4
	Undertake any other duties and responsibilities as may be assigned from time to time, which are commensurate with the grade of the job.




The Council and its schools are committed to safeguarding and promoting the welfare of children, young people and adults and expect all staff, workers and volunteers to share its commitment. 
	

EDUCATION / QUALIFICATIONS
	Essential 
	Desirable 
	How Identified 

	
	· GCSEs (A-C), or equivalent, in English and Maths 
· Commitment to complete the relevant School Business Management Diploma or equivalent.
· Evidence of Continuing Professional Development
	· School Business Manager specific qualification i.e. DSBM, CSBM, or similar.
· Member of National Association of School Business Management
	Application Form
Reference
Certificate

All essential qualification certificates must be presented at interview.






	
Essential Criteria 
 
	How Identified 

	EXPERIENCE
	Managing strategic financial plans.
	Application
Reference
Interview


	
	Managing budgets, financial reporting, procurement and fixed assets.
	

	
	Administration of personnel documentation
	

	
	Managing Health & Safety within a professional setting.
	

	
	Managing individual and groups of staff
	

	
	Obtaining contractual financial payments.
	

	SKILLS & ABILITIES



	Able to understand and deliver MIS (e.g. Agresso, Trent, etc.) applicable for effective school financial and administrative management.

	Application
Reference
Interview


	
	Thorough knowledge of GDPR and Safeguarding requirements and guidance.

	

	
	Able to understand national & regional educational services and deliver appropriate strategies.

	

	
	Able to lead teams and individuals.

	

	
	Able to strategically influence decision making within the school.

	

	
	Excellent interpersonal skills used in collaborative relationships with families, students, staff, stakeholders and school visitors.
	

	
	Understanding and application of a range of software packages including Microsoft 365 associated software.
	

	Desirable Criteria 
 
	How Identified 

	EXPERIENCE
	Managing within an educational environment.

	Application
Reference
Interview


	
	Managing at a Senior Management Team level.

	

	
	Experience of the challenges of ‘change’ management

	

	
	Delivering training to staff members and staff in other schools.

	

	
	Line managing a Performance Development process with staff

	

	SKILLS & ABILITIES



	Know and understand the SBM Competency Framework

	Application
Reference
Interview


	
	Understand the needs of operational educational staff.

	

	
	Understanding of educational enterprise issues.

	

	
	Understanding of promoting positive relationships with the wider school community

	



	


Other Requirements
	Essential 

	How Identified 

	
	Ability to work under pressure and meet deadlines.
	Application
Reference
Interview


	
	Highly motivated in advancing their own skills, understanding and professional qualifications and in sharing their expertise and new knowledge.
	

	
	Able to actively support, promote and encourage The Bridge School’s ethos, culture and values.
	


Please note: Front line posts with direct customer contact should include a statement detailing the spoken English language requirements of the post. For office use only: 
	Date Created:
	September 2026


	Agreed by:
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This job description is not intended to be either prescriptive or exhaustive; it is issued as a framework to outline the main areas of responsibility.
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