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Ponsbourne St Mary’s CE (VC) Primary School

‘Let your light shine’

Job Description: School Business Manager 

Core Purpose

To manage the school’s finance systems, service contracts and facilities management including H&S.

Key responsibilities

1.
Oversee, develop and implement financial procedures and oversee financial transactions/activity within the school.

2.
Work with the Head teacher, governors and HfL financial team to support preparation of the annual budgets and contribute to financial planning. 

3.
Manage the financial management system with support from HfL financial team.

4.
Work with HfL financial team to produce annual and statutory returns, including VAT returns.

5.
Manage procurement within the school, including contract management and compliance to contractual conditions. 

6.
Management of facilities, including premises, lettings and liaising with external contractors.

7.
Arrange provision, analysis and evaluation of financial data and statutory reports and information to the senior leadership team, the Governing Body and outside agencies.

8.
Manage the procurement process in conjunction with an SLT member, including monitoring of service contracts, licences and insurance.

8.
Be responsible for health and safety issues within the school and how they impact on pupils, staff and visitors to the school.

9.
Maintain confidentiality working within GDPR law and uphold expectations of school safeguarding procedures/policy.

Individuals in this role may also undertake some or all of the following: 

1.
Assist with funding/grant submissions.

2.
Maximise funding for the school through identifying income streams.

The duties and responsibilities listed above describe the post as it is at present. The post holder is expected to accept any reasonable alterations that may from time to time be necessary.

Job Context

Finance roles fall within the schools’ administration team who support the running of the school. 

Finance roles cover some broader administrative work but have a focus on finance related tasks, ranging from routine data entry transactional tasks to more strategic planning and management roles at higher grades. 

Shared responsibility for development of financial policies and procedures. Responsible for finance administration for school.

Makes decisions / recommendations that can affect whole school policies, resources or outcomes (such as budget setting). Such decisions have a significant direct impact on service provision.

Knowledge, Skills & Abilities

Significant experience of working in a finance role. 

Knowledge of financial management regulations, procedures and practices, development and implementation of financial systems and procedures equivalent to current national qualifications level Develops and implements financial procedures; requires skills to analyse and interpret detailed and complex financial information.

Makes decisions on issues where there is no clear process and job holder responds independently. Manages financial support. 

Tasks requiring keyboard skills, used with precision and speed.

Exchange of information both verbally and in writing with the senior leadership team, other staff, pupils, parents / carers. 

Manages relationships with external suppliers and bodies such as the local authority, auditors.

Supervision

Makes decisions on issues where there is no clear process and job holder responds independently. Manages financial support.

Problems, Demands & Decisions

Develops and implements financial procedures; requires skills to analyse and interpret detailed and complex financial information. 

Concentration for lengthy periods for processing and reconciliation of accounts. Pressure of deadlines. 

Makes decisions on issues where there is no clear process and job holder responds independently.

Exposure to emotionally demanding situations is rare. 

Dimensions 

The post is likely to be involved with the whole school budget but spend is likely to require authorisation from the Headteacher. 

Responsible for providing advice on external financial regulations. 

Shared responsibility for development of financial policies and procedures. 

Responsible for finance administration for the school.

Responsible for financial administration system for school, manage procurement.

Makes decisions / recommendations that can affect whole school policies, resources or outcomes (such as budget setting). 

Physical Effort

Requires normal physical effort, with a mixture of sitting, walking and carrying minor loads. 

Working Environment

Work normally carried out in an office environment.

Review of duties

This job description and allocation of particular responsibilities may be amended by agreement with the head teacher from time to time.

Signature of post holder: ________________________________
Date:  _________________

Signature of head teacher:  ______________________________
Date:  _________________
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