Heathcote School & Science College

Job Description

Job Title:

School Business Manager
Salary:


PO7/O8 (subject to evaluation)
Hours of Work:
36 hours per week (full time)

Accountable for:
Management and supervision of systems.




Financial management and forward planning



Human resources, including being at the head of the line-management 


and reporting structure for all support staff 

Premises and resources management and development.



Public relations and community links.
The organisation of curriculum and assessment insofar as these relate to the work of the administrative and support team.
Accountable to:
The Headteacher
Post Objective:
Full strategic responsibility and leadership for the planning, delivery, and evaluation of all support services in the school. To demonstrate whole school leadership and to be a member of the Senior Leadership Team.

To provide strategic advice to the Head Teacher and Governors on financial management, human resources including whole school staffing structures, health and safety and premises development and improvement for the current and future needs of the school.
General 
To be a school leader, leading on changes for school improvement. To
Responsibilities
be a member of the Senior Leadership Team and contribute to the
And Key Tasks
evaluation and development of the school as a whole. 
To have an overall strategic leadership and management responsibility for the teaching and support staffing structure of the school; review the staffing structure for all staff and ensure that any amendments are appropriately introduced.


To lead and be responsible for the development and implementation of the workforce initiatives as a means of continuous improvement for the school

To look for continuous improvement and lead on implementing change, moving the school forward in terms of processes and outcomes.
To be responsible for overseeing the monitoring, implementation and review of school policies.
To lead on the planning and implementation of the school's financial strategy and to prepare and set the schools annual budget and the longer term financial plan, looking at efficiency savings and planning ahead for funding cuts.
To have an overall responsibility for the school's day to day finance and to lead and manage the Finance Leader and Finance Team to ensure that systems and practices are followed as per audit regulations. 
To lead the strategic deployment of capitation and resources in accordance with a strategic plan which promotes identifiable school improvement in accordance with school priorities. 
To have an overall responsibility for the leadership of the school's Human Resources, working in partnership with the Local Authority to ensure the school is compliant with all aspects of employment law and provide guidance to the Head Teacher, Governors and members of the Senior Leadership Team. 
To be responsible for the management, organisation and implementation of any pertaining Performance Management System for support staff, including staff development needs of all support staff. To facilitate individual requirements for CPO as identified in their performance reviews. 
To have an overall responsibility for whole school administration, to lead and manage the Admin Leader in ensuring the school meets all deadlines in terms of administration and provides an effective service for staff, students and parents. 

To have an overall responsibility to lead manage the PFI and FM for Sixth Form.

To have overall responsibility for outside contractors.
To ensure that all measures are in place for the security of the school; to liaise with the police, fire service and insurers as appropriate. 
To have overall responsibility for all health and safety issues relating to the site, staff and students, and representing the Head Teacher at relevant external meetings and conferences. This includes liaison with the Senior Leaders and Site Team regarding the fire alarm system within the school and ensuring that staff and students are aware of evacuation procedures and that safe practice is adhered to. To appropriate training of staff. 

To lead the work of the Senior Leadership Team in planning for future development of the schools site and buildings. 

To ensure regular checks with staff, at least once per term, that the timetable information is correct and accurate and ensure any changes or amendments. 

To ensure, before the end of the academic year, staff, class and room timetables and individual staff timetables are produced for the next academic year. 

To ensure the production, for the first day of term, of individual timetables

for each pupil. 
To have an overall responsibility for the Learning Resource Centre, Extended Services, Practical Subject Technicians, the Examinations and Data Team, ensuring that they support and meet the core purpose of the school and contribute to continuous school improvement. 

To liaise with the Catering Manager concerning smooth delivering of lunches, supervision of students and staffing matters. To consider alternative ways to deliver a healthy catering service to students and staff and to plan ways to implement this. 

To facilitate all scheduled school events led by others, such as Information Evenings, Open Days/ Evenings, Consultation Evenings, C.P.D. Days and School Productions. 

As a Senior Leader be present at lunchtimes according to the duty rota, providing support to lunchtime staff in ensuring positive behaviour from pupils. To also be present at whole school events to ensure good behaviour from pupils. 
General: 

To lead staff continuing professional development (for support staff) in the areas of specific responsibility. 
To foster a 'can do' approach and a culture of support within teams. 

To advise all staff as appropriate on operational policies, strategies and procedures. 

To share responsibility for safeguarding and promoting the welfare of children. 
To support the Head Teacher in all matters of school conduct and in 
implementing school policies. 

To exercise the professional duties as set out in the terms and conditions of employment of all staff, in accordance with professional expectations and with proper regard to the ethos and character of the school.

To undertake any task under the reasonable direction of the Head Teacher.
The responsibilities of the post may be reviewed and modified in the light of the needs of the school. Any changes of a permanent nature will be incorporated into the job description and will therefore be the subject of negotiation with the post holder.

