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Changing Lives, Building Futures, Striving for Success

BUSINESS MANAGER – Job Description and Person Specification
	Post: Business Manager
Location: Elysium Training, 10E Silk St, Leigh, WN7 1DE
Hours: 40 hours per week (full time, permanent)
Responsible To: Head Teacher 


Elysium Training Context
Elysium Training provides alternative provision for young people with significant barriers to learning, all of whom have Education, Health and Care Plans (EHCPs). We specialise in supporting learners with SEND, primarily those with SEMH needs, offering KS4 intervention and a post-16 curriculum.

Our programmes combine construction-based vocational pathways with Preparing for Adulthood and employability skills, delivered through a trauma-informed, relational approach.

Many of our learners have experienced disrupted education, exclusion or anxiety within traditional settings. Elysium provides a structured, safe and purposeful environment where learners can rebuild confidence, develop practical competence and progress towards realistic, meaningful adult outcomes.

Our mission — Changing Lives, Building Futures, Striving for Success — is underpinned by our values:

Self-Worth | Unity | Creativity | Commitment | Empathy | Safety | Stability

These values shape our culture, relationships and daily practice.
Purpose of the Role
The Business Manager provides operational leadership for the business functions of Elysium Training, ensuring that finance, human resources, administration, compliance, premises and operational systems are well organised, efficient and aligned with the needs of the provision.

The role is central to ensuring that the organisation runs smoothly on a day-to-day basis so that leaders and staff can focus on high-quality education, safeguarding and learner support. Working closely with the Headteacher, the Business Manager supports the effective running of the provision through strong systems, clear processes and reliable operational oversight.

As part of this role, the postholder leads Elysium’s in-house HR function, providing day-to-day oversight of recruitment, onboarding, safer recruitment administration, staff records, probation, absence monitoring and employee relations processes. The role supports managers to apply Elysium’s employment procedures fairly, consistently and lawfully, while ensuring that safeguarding-related staff concerns are referred and managed through the appropriate safeguarding procedures.

The Business Manager also contributes to organisational compliance, resource management and inspection readiness, helping ensure that Elysium’s systems remain robust, proportionate and workable for a small specialist provider.
Key Responsibilities
1. Operational Leadership and Business Management
· Provide day-to-day leadership of Elysium’s business operations, ensuring that core systems run effectively and support safe, stable and efficient provision.
· Support the Headteacher in developing and maintaining clear operational systems, routines and controls across administration, staffing, premises and compliance.
· Ensure business processes are organised, timely and proportionate to the size and needs of the organisation.
· Contribute to operational planning, risk management and business continuity arrangements.
· Monitor business priorities, deadlines and compliance requirements, escalating concerns or risks promptly to the Headteacher.
· Support the development of systems that reduce administrative burden while maintaining accountability, accuracy and compliance.
· Work collaboratively with leaders, staff and external partners to support effective operational management across the organisation.
· Act as a key operational contact for contractors, suppliers and external services relating to HR, payroll, finance, premises and compliance.
2. Human Resources and Employee Relations
· Lead the day-to-day delivery of Elysium’s in-house HR function under the oversight of the Headteacher.
· Provide first-line HR advice and procedural guidance to the Headteacher and managers on employment matters, staff processes and policy implementation.
· Coordinate recruitment activity from vacancy approval through to appointment, ensuring documentation is complete, accurate and in line with safer recruitment requirements.
· Support recruitment panels with scheduling, paperwork, interview administration and pre-employment checks.
· Maintain accurate and confidential staff records, including contracts, employment documentation, probation records, training records, absence records and personnel files.
· Oversee onboarding and induction administration, ensuring new starters receive required documentation, policy information and mandatory compliance checks.
· Monitor probation processes and support managers to complete reviews, meetings and outcomes in a timely and consistent way.
· Lead the administration and coordination of staff absence processes, including record keeping, return-to-work arrangements and monitoring of repeated or prolonged absence in line with Elysium policy.
· Provide procedural support in relation to disciplinary, grievance, capability and other employee relations matters, ensuring records, letters, meetings and process steps are managed accurately and in line with policy.
· Support managers to apply policies consistently, maintain appropriate records and follow required procedures.
· Maintain confidentiality, professional boundaries and appropriate handling of sensitive employment information at all times.
· Identify HR process improvements and help develop practical systems that support fair, consistent and lawful employment practice across Elysium.
3. Safer Recruitment Administration, SCR and Workforce Compliance
· Coordinate and maintain safer recruitment administration and workforce compliance processes in line with statutory requirements and organisational policy.
· Ensure pre-employment checks are completed, verified, recorded and retained appropriately before staff, agency workers, contractors or volunteers begin work, unless exceptional arrangements are formally risk assessed and authorised.
· Maintain the Single Central Record accurately and in a timely manner, ensuring it is regularly checked and ready for internal review, governance scrutiny and inspection.
· Coordinate the collection and recording of identity, right to work, DBS, barred list, qualification, reference, prohibition and other relevant checks in line with role requirements.
· Ensure agency and contractor safeguarding assurance documentation is obtained, checked and recorded in line with safer recruitment expectations.
· Support the Headteacher and DSL with safeguarding-related employment administration, while recognising that safeguarding risk decisions, allegations management and LADO liaison remain with designated leaders.
· Ensure workforce compliance systems support induction, mandatory training, safeguarding updates and ongoing vigilance for all staff.
4. Finance, Budget Monitoring and Resource Management
· Support the Headteacher in the day-to-day financial management of the provision.
· Maintain accurate financial records and administrative systems relating to purchasing, invoicing, payments, reconciliation and budget monitoring.
· Assist with budget planning, forecasting and tracking expenditure against agreed priorities.
· Process orders, manage procurement activity and ensure value for money in the purchase of goods and services.
· Monitor contracts, service-level agreements and supplier arrangements to support operational efficiency and compliance.
· Prepare financial information, summaries or reports for leaders as required.
· Ensure financial administration is timely, well evidenced and organised for audit or scrutiny.
· Support the effective allocation and use of resources so that curriculum delivery, safeguarding, learner support and premises needs are appropriately resourced.
5. Administration, Data and Information Management
· Lead and coordinate administrative systems that support the smooth running of the organisation.
· Ensure learner, staff and operational records are maintained accurately, securely and in line with data protection requirements.
· Oversee administrative processes relating to admissions, enrolment, attendance administration, staffing records, contracts, correspondence and operational reporting.
· Support leaders in maintaining accurate documentation for compliance, governance and inspection readiness.
· Work in line with Elysium’s Data Protection Policy and support lawful, proportionate and secure handling of sensitive information.
· Promote clear systems for document control, retention and accessibility across business functions.
· Support the production of reports, returns and operational information required by leaders, governors, commissioners or external agencies.
6. Premises, Health and Safety and Site Operations
· Oversee the day-to-day coordination of premises and site operations to ensure the environment is safe, well maintained and fit for purpose.
· Support implementation of health and safety systems, premises checks, maintenance schedules and contractor management arrangements.
· Monitor site compliance requirements, including servicing, certification, premises risk assessments and statutory checks.
· Coordinate repairs, maintenance and contractor visits, ensuring appropriate records, site procedures and safeguarding controls are in place.
· Ensure visitors, contractors and other adults entering the site are managed in line with Elysium procedures and safeguarding expectations.
· Support emergency planning, site security and business continuity arrangements.
· Work with leaders to ensure the physical environment supports safe, calm and purposeful learning.
7. Compliance, Policy Implementation and Quality Assurance
· Support the Headteacher in ensuring that operational policies and procedures are implemented consistently and remain current in practice.
· Monitor compliance across business functions including safer recruitment, data protection, staff record keeping, health and safety and employment administration.
· Maintain clear evidence trails to support internal review, governance oversight and inspection readiness.
· Contribute to internal audits, compliance checks and quality assurance activity.
· Support the preparation of operational documentation and evidence for Ofsted, commissioning reviews or governance meetings.
· Identify gaps, inefficiencies or compliance risks and recommend practical improvements.
· Help ensure Elysium’s systems remain proportionate, clear and workable for a small specialist provider.
Team Working
· Work collaboratively with the Headteacher, Deputy Headteacher/DSL, SENDCo, Pastoral Manager and wider staff team to ensure business functions support effective educational practice.
· Contribute to a consistent, organised and solution-focused organisational culture.
· Participate in staff meetings, leadership meetings, supervision, training and CPD as required.
· Support whole-organisation priorities and contribute to continuous improvement.
· Model Elysium’s values and professional expectations in all interactions.
Safeguarding and Professional Conduct
All staff at Elysium play a vital role in creating a safe, stable and supportive environment for every learner. The Business Manager must:
· Uphold Elysium Training’s safeguarding responsibilities in accordance with Keeping Children Safe in Education (2025) and local authority procedures.
· Ensure safer recruitment, workforce compliance and visitor management processes are implemented consistently and in line with Elysium’s safeguarding expectations.
· Maintain professional boundaries, confidentiality and safer working practice at all times.
· Promote a culture of accountability, vigilance and timely escalation in relation to safeguarding and staff conduct.
· Participate in ongoing professional development related to safeguarding, safer recruitment and statutory guidance.
Safeguarding and Safer Recruitment Statement
Elysium Training is committed to safeguarding the welfare of children, young people, and adults at risk. We work in alignment with Wigan Safeguarding Children Partnership (WSCP) and Wigan Safeguarding Adults Board (WSAB) procedures, in accordance with Keeping Children Safe in Education (2025), Working Together to Safeguard Children (2023) and the Care Act 2014.
The successful applicant will be subject to:
· an Enhanced DBS check with Barred List information;
· identity and right-to-work verification;
· full employment history checks and satisfactory references;
· qualification verification;
· online and social media screening in line with KCSIE (2025);
· completion of safeguarding induction and all mandatory training.

Elysium Training is an equal opportunities employer and welcomes applications from all suitably qualified individuals.


Person Specification
Business Manager
This Person Specification outlines the qualifications, experience, knowledge, skills and personal attributes required for this role at Elysium Training. 
 
Criteria are identified as Essential (must have) or Desirable (would strengthen an application).

	Criteria
	Essential
	Desirable

	Qualifications
	Level 2 or above in English and maths
	Health and safety, compliance or data protection training

	
	Relevant business administration, HR, finance or management qualification
	

	
	CIPD qualification or HR-related training
	

	
	Willingness to undertake relevant safeguarding and safer recruitment training
	

	Experience
	Experience in a business, operations, office management or administrative leadership role
	Experience working in an education, training or alternative provision setting

	
	Experience managing staff processes, records or operational systems
	Experience supporting inspections, audits or external review activity

	
		Experience of recruitment administration, onboarding or workforce compliance processes



	Experience of budget monitoring, purchasing or financial administration

	
		Experience maintaining accurate records and handling confidential information



	Experience of premises, contractor or facilities coordination

	
	Experience supporting the implementation of policies, procedures or compliance systems
	Experience supporting employee relations processes such as absence, probation, disciplinary or grievance procedures

	Knowledge and Skills
		Strong organisational and operational management skills



	Knowledge of safeguarding expectations in education or alternative provision settings

	
		Ability to lead and coordinate business systems across administration, HR, compliance and site operations



	Knowledge of safer recruitment requirements and Single Central Record processes

	
		Good understanding of employment processes and the importance of applying procedures consistently and fairly



	Knowledge of data protection requirements in relation to staff and learner records

	
	Ability to maintain accurate records, monitor compliance and manage sensitive information appropriately
	Understanding of Ofsted expectations relating to operational compliance and inspection readiness

	
	Strong written and verbal communication skills
	Knowledge of health and safety or premises compliance processes

	
		Good IT skills, including the use of email, word processing, spreadsheets and administrative systems



	Experience using HR, payroll or management information systems

	
	Ability to work with accuracy, prioritise effectively and meet deadlines
	

	
	Ability to build effective working relationships with leaders, staff and external partners
	

	Personal Qualities
	Professional, organised and reliable
		Calm and confident when managing competing operational priorities




	
	Able to maintain confidentiality, discretion and professional boundaries
	Reflective approach with commitment to continuous improvement

	
		Solution-focused and able to respond constructively to operational challenges



	

	
	Able to work independently while contributing positively to a team
	

	
	Commitment to fair, consistent and professional practice
	

	
	Commitment to Elysium’s values and mission
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