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Kings Road Primary School
Job Description



	Job Title

	School Business Manager

	Grade

	Grade 8

	Responsible to

	School Business Manager

	Key Relationships

	Head & Deputy Teacher SLT

	
Job Purpose
	To be responsible for the strategic planning development and implementation of financial, administration and HR services with the school.

	Level of disclosure
	Enhanced


	Working Hours
	Full Time term time only, occasional evening work



Key Responsibilities/duties
1. To organise and be responsible for managing the school budget, school fund accounts and school resources. Having a clear understanding of good financial management and practices, providing clear guidance and advice to the senior leadership team, governing body and external agencies. Inform and advise the Head Teacher and Governors accordingly.

2. To prepare and manage the school budget with a three-yearly plan, monitoring income and expenditure, inputting cost centre allocations onto the FMS System and reporting back to the Head Teacher and Governing body. 

3. Assist the Head Teacher and Governing Body with income generation activities in promoting and marketing the school.  Develop income generating activities including preparation and submission of bids for funding to external agencies.

4. Report, advise and arrange provision, analysis/evaluation of data and detailed reports/information to the Senior Leadership team, the Governing Body and outside agencies. To attend Governors meetings providing information, annual budget statements, CFR Return, Financial Summary, all returns to the DFE and general financial policies and procedures.

5. Manage the procurement process, ordering, invoicing, BACS run, submitting monthly VAT returns, bank reconciliation of accounts on FMS, dealing with petty cash payments, to investigate and resolve any queries.

6. To manage the file transfers (salaries) ensuring that suspense is cleared and monitor future downloads. 






7. To raise invoices for lettings, ensure income is paid promptly.  To generate extra income through grants/bids under the direction of the Head teacher.

8. Advise the Headteacher and Governing Board, develop and implement appropriate financial policies/procedures relevant to school support functions and the implications of policy and regulatory change for the school.

9. To maintain and prepare all documentation for SFVS (Schools Financial Value Standard) and polices required by law ensuring that the school has policies in place electronically. 

10. Negotiate, manage and monitor subscriptions, licences, contracts and insurances on behalf of the school.

11. Manage the school’s administrative function through planning, developing, designing and monitoring administrative systems and procedures 

12. Line manage and lead the business team, support staff, and Midday Team, completing appraisals and probationary reviews. Manage, support and complete absence management procedures and processes

13. To lead and manage when the School is audited by Trafford Audit and Assurance Team.

14. Attendance at and minuting of Senior Management team meetings and Governors committee meetings

15. Support the Headteacher with GDPR across the school

16. Support the Headteacher and manage the administration of human resources

Individuals in this role will also:
1. Management of facilities, including premises, lettings, catering and liaising with external contractors 
2. Be responsible for health and safety issues within the school and how they impact on pupils, staff and visitors to the school. 
3. To submit all paper work for any capital projects, work through DFC funding, monitoring and controlling expenditure.
4. Has gained or be working towards a Level 4 Diploma in School Business Management (DSBM).

Indicative knowledge, skills and experience
1. Significant experience in administrative / finance roles.
2. Have gained or be working towards Level 4 Diploma in School Business Management (DSBM).
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