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 Stockport Council
Job Description


	Job Title: Business Manager –To include Finance, Human Resources, Examinations, Estate Management and Whole School Administration
Department:
The Pendlebury Centre
Directorate: Services to People
	Vacancy Number:      
  
Working Pattern: 36.5 hours per week Term time only Plus 2 weeks (includes 5 in-service days Plus 5 days to be confirmed)
Salary: SO2 – Point 26 - 31
Contract Type: Permanent 
Start date: 04/01/2027
 

	

	Main Purpose of the Job:
1. Supporting the Headteacher in the general organisation, management and administration of the school. 
2. Supporting the Headteacher with planning the future needs of the school ‘value for money’ and ‘best value’.
3. Responsibility for the management and administration of the school’s finances under the direction of the Headteacher.  Ensuring the school makes the best use of resources through effective planning, including consideration of all financial implications.
4. Support the Site Supervisor and Headteacher with managing school premises, developments, maintenance and health and safety provision, in line with the terms of reference of the governors.
5. Responsibility for line management of administrative staff.
6. Liaison with any companies who provide regular external staff via SLAs / contracts.
6. Overseeing Human Resources issues, including admissions and staff contracts under the direction of the Headteacher.
7. Direct Management of Examinations
8. Supporting the Governing Body as required by the Headteacher.


	SUMMARY OF MAIN TASKS AND DUTIES:
Organisation and Development
1. Producing timely and fully costed proposals, at request of Headteacher, with a view to supporting the school with maintaining financial health and sustainability.
2. Understanding the effects and implications of government policies, legislation and directives on school operations and developing effective strategies for current initiatives and long-term educational trends.
3. Ensuring effective risk management, for example in health and safety and in the management of any third-party service contracts.
4. Procuring, managing and monitoring contracts and agreements ensuring ‘best value’ at all times within own level of responsibility
5. Providing financial advice to the Head Teacher, Governors and Senior Leadership Team in School Development Planning.
6. Assisting colleagues with business planning and ensuring that audit requirements are met.
Finance.
1. Maintain the school’s Budget Monitoring Sheet with as up-to-date and accurate information as possible, liaising with the LA as necessary to achieve this.
2. Attending budget monitoring meetings with the Headteacher and LA.
3. Ensuring compliance/working towards compliance with the Financial Management Standard in Schools (e.g. SFVS - School Scheme Financial Delegation, Internal Protocols of routines and systems etc.).
4. Producing timely and fully costed reports, at request of Headteacher, with a view to supporting the school with maintaining financial health and sustainability.
5. Managing the school accounting function, ensuring efficient operation according to agreed procedures. 
6. Developing, monitoring and ensuring accounting procedures are followed and problems resolved, including:
a. Maintaining an asset register.
b. Collection of fees and other dues, taking appropriate action where necessary to recover bad debts
c. Monitor Pupil Premiums monies and other contractual payments for students from other schools, provisions and local authorities.
7. Managing the school account 
8. Maximizing income generation within the ethos of the school and ensuring best value principals are adopted.
9. Negotiating new and managing existing contracts for services within the school e.g. LA service level agreements, alarms, grounds maintenance etc. including the school’s energy supply.
10. Implementing approved school insurances and handling any claims that arise. 
11. Whole school requisition procurement – sourcing and ensuring best value at all times following school and council procedures.
12. Raising of orders for goods/services through the LA procurement system
13. Ensure all invoices for goods and services are paid in a timely manner.
14. Effective management of subject/teacher budgets in consultation with the Headteacher
Human Resources
1. Responsibility for general personnel matters including employment and recruitment administration and records, progressing clearance checks for new staff e.g. DBS and liaising with Human Resources regarding contracts of employment.
2. Co-ordinating the administration of all staff recruitment.  Oversee issuing contracts of employment or amending authorised changes.
3. Oversee all staff contracts and coordinate the administration of all staff recruitment.
4. Advise the Headteacher and Governors on assessment of salaries, expenses, sickness and maternity procedures.
5. Maintain confidential staff records and ensure staff records held in school by others are kept confidential.
6. Provide line management to admin staff.
7. Liaison with any companies who provide regular external staff via SLAs / contracts when necessary
8. Managing and administering staff attendance and annual leave to ensure a service continuity.
9. Providing or coordinating advice on statutory employment matters for the SLT and governors utilising LA Human Resources service level agreements and ensuring school policies and procedures are up to date and implemented across the school.
10. Formulating, monitoring and implementing the school’s safety policy to comply with the requirements of the Health and Safety at Work Act and other relevant legislation.
11. Keeping up to date with national and local guidance, and the law on human resource issues, to be able to advise the Head teacher and governors.
Estate Management
In support of the Site Supervisor and Headteacher
1. Assist with the management and maintenance of the school site and buildings, the preparation of maintenance schedules and the efficient operation of all facilities on the property. 
2.   Supporting plans around lighting, heating, domestic hot water, energy conservation etc.
3. Supporting plans for the installation and maintenance of equipment for protection against and escape from fire.  
4. Overseeing and monitoring all school rolling programmes for purchase, maintenance and refurbishment of furniture, fittings and equipment, including ICT
5. Maintaining up to date information on health and safety regulations, particularly those relating to pupils, staff, visitors, contractors, and other users of the school premises and facilities and issuing guidance as appropriate to the SLT, staff and governors.
6. Ensuring compliance with the Local Authority advice regarding Health and Safety Policy and Procedures.
7. Maintaining up to date risk assessments for the school buildings and activities for staff, visitor, contractor and pupil safety.
8. In conjunction with the Headteacher and Site supervisor outline costings and specifications for new projects, obtaining tenders, planning permission, and liaising with building contractors.
9. Implementing risk management and loss prevention strategies in the school to reduce insurance costs.
10. Recording and reporting all accidents and incidents of children and staff and report them to the Head Teacher and Local Authority where appropriate. 
11. Coordinating the School’s Equipment Management (Asset Register) and inventories.
Whole-school administration
1. Management of the administrative function including the ICT facilities (SIMS), reprographics, records and telephones.
2. Managing the school’s administrative and financial systems.
3. Supporting the school administration Officer with the preparation and production of all school records and publications, i.e. pupil Census return.
4. Prepare and submit the annual staff Census return.
5. Obtaining any the necessary licenses and permissions, and ensure their relevance and timeliness.
6. Participating in the full Governing Body and appropriate Committee meetings when required.
7. Participate in Parents Evenings. 
8. Carrying out secretarial and other administrative/clerical work as required by the Headteacher.
9. Assisting with the induction training of new admin staff.
10. Liaising and maintaining good relationships with parents, relatives, carers and offer help and support as required within the remit of the role. 
11. To act as the first point of contact along with other administrative staff for school visitors, strictly enforcing safeguarding and health and safety entry/exit procedures. issuing appropriate lanyards/passes, and ensuring all visitors are correctly logged in and out of the building.  
12. To provide a welcoming, vigilant, and professional front-of-house service, greeting all arriving students while actively monitoring for any immediate signs of distress, injury, or unusual behaviour, and reporting any concerns immediately to the Designated Safeguarding Lead (DSL) in accordance with school policy."
13. To cover in the absence of administrative staff.
Examinations
Direct Management of:
1. To administer all matters relating to all internal and external accreditation and examinations, including recruitment and training of external examination invigilators (if required) in accordance with internal policies and national rules and regulations. 
2. Induction of all staff new to examination invigilation and/or outside invigilators.
3. Liaise with SLT and all staff regarding examination entries and make the appropriate entries to the exam boards 
4. Acting as a source of up to date information regarding examination matters in accordance with examination boards.
5. Liaison with SENDCO and other staff regarding the examination of students with special needs; applications for access arrangements and maintenance of “evidence” files.
6. Liaison with the SENDCO and relevant staff on provision for invigilation staffing and any other issues related to the smooth running of examinations.
7. Apply for special considerations for candidates with special needs or special requirements after liaison with SENDCO and SLT.
8. To be responsible for good regulations to storage, security and distribution of examination papers, scripts and stationery as per JCQ.
9. To be responsible for checking, packaging all external examination papers and coursework including delivery/collection of examination papers, scripts and stationery
10. The daily running of examinations both internal and external (preparation of examination rooms; documentation; checking attendance lists; organising equipment; recording and reporting misconduct / lateness).
11. Being present in school on all the days exams are taking place and when results are notified.
12. Downloading and overseeing the distribution of results to candidates of external examination results and certificates.
13. The collation and distribution of results information to staff and students and liaison with subject leaders in case of appeals.
14. Processing enquiries on results and requests for return of scripts. 


	The role requires a degree of flexibility in working hours to meet the needs of the business. Especially during exams/results periods.


	The responsibilities and duties listed in the job description are not exhaustive and the postholder is expected to carry out other reasonable duties and/or requests as directed by the Headteacher.


	To work positively and inclusively with colleagues and customers so that the Council provides a workplace and delivers services that do not discriminate against people on the ground of their age, sexuality, religion or belief, race, gender or disabilities.
To fulfill personal requirements, where appropriate, with regard to Council policies and procedures, health, safety and welfare, customer care, emergency, evacuation, security and promotion of the Council’s Mission Statement.
To work flexibly in the interests of the service. This may include undertaking other duties provided that these are appropriate to the employee’s background, skills and abilities. Where this occurs, there will be consultation with the employee and any necessary personal development will be taken into account.
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