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VICTORIA PRIMARY SCHOOL

Job Description: School Business Manager

Salary Scale: Grade 8


Line Management Responsibilities for:
Additional office staff
Caretaker

Line Managed by: Headteacher

This job description may be amended at any time following discussion between the head teacher and member of staff.

Purpose of the Job

1. To support the Headteacher in operating, maintaining and developing procedures and systems of the school in an effective and efficient way.

1. To support the Headteacher in responsibility for the school site and buildings, their maintenance, development and efficient use.

1. To be an active member of the school’s Senior Management Team: contributing to and sharing in decision-making.

LEADERSHIP AND MANAGEMENT
To organise, maintain and monitor the school’s financial, pupil and personnel records.

To be a member of the Senior Management Team providing information, data, financial and personnel advice as required.

To support teaching and learning by ensuring the effective use of all school resources.

To attend Finance Committee Meetings of the Governing Body meetings to contribute to, advise, and present reports.

To lead and manage GDPR regulations.


FINANCIAL MANAGEMENT

To be responsible for the effective management of financial administration procedures, including responsibility for compliance with financial regulations and to liaise with Auditors.

To prepare estimates of income and expenditure for Headteacher and Governing Body 

To monitor and reconcile budgets and salaries. 

To maintain the FMS for the school and liaise with the LMS officer

To identify savings and maximise income generation.  

To prepare invoices and ensure the collection of fees.

To prepare detailed regular financial reports for budget holders.
 
To identify the need for, select and manage the ordering of supplies and equipment for the school ensuring best value at all times.

To prepare work specifications for tendering and assisting with the selection of Contractors with support from the School Caretaker.

To ensure the collection, reconciliation and banking of monies received by the school is correctly coded to ensure maximum use of all budgets and grants.

To maintain the school’s inventory.

Implementing approved insurances and handling any claims that arise.
 
PERSONNEL MANAGEMENT

To liaise with the Head Teacher on personnel issues.

To co-ordinate the administration of staff recruitment.

To be responsible for the completion of all new starter paperwork, changes to contracts and other documents relating to staff employment including staff absence control.

To deal with staff queries regarding salaries, contracts, leave of absence, and expenses.

To complete and submit weekly and monthly time sheets for all staff.

To manage safeguarding procedures to ensure child protection is maintained; to ensure that the appropriate clearance for new staff is obtained.  To manage and keep up to date DBS records. 

To be responsible for the maintenance of confidential staff records.

 
FACILITIES MANAGEMENT

To oversee the letting of the school premises to outside organisations and for the development of all school facilities for out of school use.
 
To manage security and health and safety on school premises and implement risk assessment and loss prevention strategies.

To co-ordinate the maintenance of the school site and the buildings, the preparation of maintenance schedules including the record keeping relating to fire practices and alarm testing. 

To co-ordinate the purchase, repair and maintenance of furniture and fittings.

To manage service contracts and the purchasing of supplies and services -

To project manage building works.


ADMINISTRATION

To act as Personal Assistant to the Headteacher.

To act as System Manager for the school’s administration computer network.

To manage the administrative ICT facilities, reprographics, records and telephones.

To provide for the preparation and production of all school records and publications. 

To maintain confidential pupil records including pupil assessments.

To monitor pupil attendance and liaise with the Local Authority’s Educational Welfare Officer.

To complete statutory returns required by the Local Authority, Welsh Government and Department of Education.

To monitor and manage school admissions.

To be responsible for obtaining necessary licences and permissions.

GENERAL

To comply with and assist with the development of policies and procedures relating to child protection, health, safety, security, confidentiality and data protection.

To assist with supervision, care and welfare of pupils as required.

To contribute to the ethos and aims of the school.

To establish constructive relationships and communicate with Governors and other agencies / professionals.

To attend and participate in meetings as required.

To participate in training and other learning activities and performance development as required.



Such other duties and responsibilities commensurate with the grade and in accordance with the general character of the job as may reasonably be required by the Headteacher from time to time.

To implement the principles of the Council’s Equal Opportunities Policy (as adopted by the Governing Body) while carrying out the above duties.

To adhere to health and safety legislation and relevant Council Policies and procedures (as adopted by the Governing Body) and to take reasonable care for the safety of oneself and other persons who may be affected by your actions/omissions.


To implement the principles of the Council’s Environment Policy (as adopted by the Governing Body) while carrying out the above duties.

The duties and responsibilities of the post could be subject to change from time to time. Any amendments required by the Headteacher or nominated deputy will be undertaken in consultation with the postholder.

Headteacher __________________			DATED:

Postholder __________________				DATED:
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