BURY COUNCIL
JOB DESCRIPTION
	Post Title:        Business Manager (Primary School)

	Department:     
Children Young People & Culture
	Establishment/Post No:


	Division/Section:  Schools
	Post Grade:  12

	Location:     Chantlers Primary
	Post Hours:     

	Special Conditions of Service:
Attendance at evening meetings may be required.

	Purpose and Objectives of Post:
To be responsible for the disciplines of Finance, Personnel, Estate Management, Administration and all matters within the management of the school which are supportive to, but do not involve, the teaching function. 

	Accountable to:    Governors, Head Teacher

	Immediately responsible to:     Head Teacher

	Immediately responsible for:      Admin Assistants, Chilling Club Staff, Midday Supervisors, Caretaker and Cleaners

	Relationships:  (Internal and External)
Head Teacher, Teachers, Support Staff, Pupils, Parents, Local Authority Officers, external agencies.

	Control of Resources:
Delegated school budget, school bank accounts. Including PTA Account
Office equipment.


	Duties/Responsibilities:
Finance: 
To assist with the preparation of the Annual Budget including producing costings.
To carry out financial year end procedures for the school’s delegated budget and private funds including liaising with accountants.
To provide administrative, financial and organisational support to the school’s Pre -School.
To provide managerial, administrative, financial and organisational support to the school’s  out of school club.
To manage the school expenditure, revenue accounts and capital budgets in accordance with the Local Authority’s financial regulations and the terms of the Scheme of Financial Delegation of the School’s Governing Body.
Obtain agreement on expenditure with budget holders, monitor accounts and provide regular financial reports as required.
To provide regular reports on the financial state of the school to Governors and the Head Teacher.
To use financial management information, especially benchmarking tools, to identify areas of relative spend and advise accordingly.
To suggest ways of effecting budget efficiency savings.
To be responsible for the management of the school accounting function, ensuring its efficient operation according to agreed procedures, and to maintain those procedures by conducting at least an annual review.
To monitor all accounting procedures and resolve any problems including:
· The ordering, processing and payment of all goods and services provided to the school.
· The operation of all bank accounts, ensuring that a full reconciliation is undertaken at least once per month.
· Maintain an assets register and Risk Register.
· Preparation of invoices and collection of all fees and other dues. Liaise with the Local Authority to take legal action where necessary to recover bad debts.
Responsibility for ensuring the administration of the school meal reconciliation process and the monitoring and development of the ‘School Grid’ system. 
To prepare all financial returns for the DCSF, Local Authority and other central and local government agencies within statutory deadlines.
Proactively seek and manage additional financial streams including fundraising and bids maximising income generation from secured funds.
Manage and prepare bids for usage of ring fenced grants e.g.  Devolved Capital Grant
To reconcile on a monthly basis all the school’s records with those of the Local Authority including salaries and supply cover.
To liaise and provide all information required by the internal auditors and implement any recommendations.
To be responsible for seeking advice on insurance and advising the Governors on appropriate insurances for the school. Implement the approved insurances and handle any claims that arise.
To ensure FMSIS Kite Mark standards are achieved and maintained.
Premises Management:
To be responsible for the maintenance of the school site and the buildings, the preparation of maintenance schedules and the efficient operation of all facilities on the property. 
To manage the planning and implementation of school builds and extensions, including project managing the builds.
To work in conjunction with the Head Teacher to identify and address premises concerns as highlighted in the asset management plan.
To arrange safety inspections at appropriate intervals e.g. asbestos, mechanical plant, arboriculture and arrange remedial works to be carried out if necessary.
Develop the schools’ contractor management system, ensuring legal compliance and local authority procedures are adhered to
.
To prepare client briefs, source and liaise with contractors for premises work and to oversee the work in progress. 
To have oversight of premises support staff, including caretakers and cleaners employed through service level agreement, whilst in school.
To monitor the cleaning and grounds maintenance contracts for the school to ensure efficiency, effectiveness and value for money and prepare any tender documents for renewal or change of contact.
To be responsible for the letting of 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 the local community.
Health & Safety:
To have day to day responsibility for Health & Safety Management and Risk Assessment and Hazard Identification, ensuring compliance with the legal regulatory requirements.
To be directly responsible for the development, maintenance and administration of all Health and Safety documentation. 
To be aware about the main health & safety issues specific to the school and how they relate to pupils, staff, visitors and contractors.
Manage risk, including the identification of potential risks, by establishing and operating effective risk management processes across the school. Monitoring, evaluating and developing procedures for managing health & safety within the school.
Develop and monitor the annual health & safety plan and inspection monitoring regime, ensuring delivery of key objectives.
Ensure the delivery of Health & Safety objectives by ensuring the Health & Safety committee meet and agenda items actioned.
Manage and develop medical administration procedures, ensuring medical needs are captured and communicated to all stakeholders.
Use risk assessment tools to establish hazards within the school and the associated risks.
To write appropriate risk assessments related to the health and safety of pupils, staff and visitors.
To be responsible for evaluation and preparation of long term development/refurbishment plans to the school premises.
To keep records of and initiate regular fire practices and weekly alarm tests.  
Personnel: Human Resources
Provide leadership and direct line management for clerical staff, Before and After school staff, midday supervisors, caretaking and cleaning staff.
To have day to day responsibility for ensuring the school, out of school club and Pre-School are fully staffed, arranging supply cover as required.
To have responsibility for the school’s single central record.
To ensure DBS checks are completed correctly and be responsible for ensuring that new staff have DBS, medical clearance and satisfactory references. Liaise with the Local Authority to ensure contracts are issued correctly.
Maintain confidential staff records and the submission of all Personnel returns to the Local Authority.
Arrange supply cover for teachers and support staff as required.
To participate in the recruitment and selection of teaching and support staff, as an active member of the recruitment panels and where required, ensuring compliance with safer recruitment principles.
To co-ordinate the administration of recruitment processes for all staff.
Develop and support the implementation of induction training for staff, placement students and volunteers.
Plan and manage change to support continual improvement, engaging with stakeholders to facilitate that change. 
Business Management:
To manage and develop the administrative function in school including administrative ICT facilities, school reception, reprographics, records and telephones/text message service.
To be responsible for the systems and general management of the school’s administrative and financial computer network, including the implementation of appropriate management information and business systems considering new and emerging technologies e.g. ParentPay, Parent Hub, Parents Evening System, Medical Tracker
Responsible for organising and liaising with GDPR Advisors, to ensure compliance with legislation. Ensure subsequent administrative requirements are met, including the management and development of the GDPR Information Audit.
Develop and deliver the IT strategy in conjunction with IT support, and in accordance with school budget.
To be responsible for the administration process for all new pupils and leavers.
To prepare and return information to the DfE and Local Authority when required.
To provide for the preparation and publication of all school records and publications.
To ensure all information, records and data are updated and maintained efficiently and effectively.
To participate with the promotion and marketing of the school, through networking, producing effective marketing literature and monitoring impact.
Attend full governor’s meetings.
Attend, prepare and distribute minutes of governor’s subcommittee meetings.
To organise the election of school and parent governors.
School Policy Development
Review and develop school policies to reflect current legislation and guidance, updating the website and Staff Shared drive.
To comply with and assist in the development of policies and procedures relating to child protection, health, safety and security, Mental Health and Wellbeing confidentiality and data protection reporting all concerns as appropriate.
Secondary Duties:
Contribute to the school ethos, aims and the development plan.
Attend and participate in meetings as required.
Participate in training and development activities and performance development as required.
Safeguarding:
As an employee of the School you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected from harm.
 
Equality Diversity and Inclusion:
The School is committed to equality, diversity and inclusion, and expects all staff to comply with its equality related policies/procedures, and to treat others with fairness and respect.
 
Health and Safety:
The post holder is responsible for Employees Duties as specified within the School Health and Safety Policies.
Health and Wellbeing:
As an employee of the School you should contribute to a culture that values and supports the physical and emotional wellbeing of your colleagues.
Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired.  
(See Paragraph 203 of Supplemental Conditions of Service)
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