St Mary Magdalen’s Catholic Primary School
JOB DESCRIPTION

Title:


School Business Manager
Grade:


PO2
Duration:

Permanent  
School:



Responsible to:

Headteacher

Supervisory Responsibilities: 
The Assistant Administrative Officer (AAO).

Main duties and responsibilities:

This is a senior post within the school’s structure. The post holder has responsibility for effectively discharging, monitoring, reporting and forecasting trends in the financial management of the Individual School Budget (ISB). The post holder also has responsibility for the management of administrative systems within the school with due respect to Local Authority (LA), Education Commission of the Catholic Archdiocese of Southwark (ECCAS) guidelines and school policies.
Professional Responsibilities:

The post holder will be required to exercise his/her professional skills and judgement to carry out the duties set out below:

Key Duties and Responsibilities:

1. With reference to the Headteacher, manage all aspects of  the school’s finances effectively and efficiently including the Individual School Budget (ISB), school fund and other voluntary funds
2. Set the ISB annually, monitoring, analysing, reporting and forecasting on all aspect of finances within the school
3. To plan ahead for up & coming spending deadline,  alert the Headteacher and governors’ committee
4. Produce and submit reports to the LA and the Finance and Premises Committee on a monthly basis reporting on income and expenditure 

5. Attend finance and other meetings, providing both written and verbal feedback

6. To  organise manual & computer accounting systems, management of requisition & invoices, payroll information
7. Manage the day to day running of the office and provide confidential secretarial support to the Headteacher and Deputy
8. Oversee, allocate and monitor the work of the AAO and when necessary train him/her in particular tasks.

9. Administer all aspects of personnel matters including salary assessments, enquiries relating to payroll issues etc.

10. Administer all governors'/schools’ business and attend meetings as directed
11. Deal with all correspondences (including confidential items), prioritising, sifting drafting appropriate responses as necessary.

12. To oversee the reception of parents, visitors & phone calls by the AAO and to deal with more complex enquiries personally or refer them to the Headteacher where appropriate.

13. To provide a range of statistical data as required including OFSTED, LA, Department for Education (DfE), etc.

14. To manage the administration of admissions efficiently and accurately.

15. Delegate and oversee that appropriate checks for pupils' entitlement to grants for dinners, clothing, school journeys & trips, liaising with the LA when necessary
16. To undertake appropriate training and keep updated with LA, DfE & ECCAS initiatives and legislations 

17. To maintain a safe, secure, tidy and orderly working environment.

18. To undertake any other duties within the competence of the post holder.

PROFESSIONAL RESPONSIBILITIES:

The post holder will be required to exercise his/her professional skills and judgement to carry out the duties set out below:

APPENDICES

This is by no means an exhaustive list
Appendix 1 – Governors Admin.

1. Attend and report at governors’ meetings as requested
2. Maintain records of governors' meetings, etc.

3. Organise parent governor elections in consultation with the Chair of Governors,

4. Provide capitation letters as required by Chair.
5. Correspond on behalf of governors.

6. Ensure governors' mailings are prepared & circulated.

7. Support governors with the production of the school profile and school brochure 
8. Provide governors with data on staff attendance, pupil mobility, etc

Appendix 2 – Recruitment Admin.

1. The drafting and placing of advertisements

2. Collation & dispatch of recruitment packs & application forms

3. Organising short listing & interview panels and preparation of associated paperwork.

4. Handle all correspondence relating to appointments, including requests for references.

5. Initiate DBS, police & health checks

6. With reference to the Head, to administer the issuing of contracts

Appendix 3 – Finance Admin.

1. Set the annual ISB and prepare  3 year projected budget plans

2. To implement and monitor correct procedures regarding VAT
3. Prepare monthly budget reports for the Finance, Pay & Premises Committee (FPPC) and send these out 7 days in advance of their meeting
4. Enter budget, income & expenditure 

5. Check invoices for payment, check & sign cheques

6. Prepare payment slips, ensuring correct coding

7. Enter commitments , ensuring correct coding

8. Check VAT re-imbursements

9. Prepare paying in slips

10. Enter centre payments & raise and deal with queries by contacting LA Finances Dept.

11. Carry out monthly reconciliations & year end routines for annual budget, school fund and voluntary funds, eg, SMMSA and School Council, etc
12. Check school fund invoices and prepare cheque payment slips

13. Check & sign school fund cheques

14. Oversee petty cash and check monthly reconciliation

15. Monitor outstanding commitments and seek to complete as many payments as possible by year-end.
16. In conjunction with the Head, prepare annual Service Level Agreements and return to LA
17. To liaise with the SDBE re Devolved Capital funds, arrange payment of invoices and monitor expenditure / income of same.
18. Carry out annual reconciliation and arrange audit of School Fund account

19. Organise and receive payments from any lettings, breakfast club, etc
20. Manage teachers’ salary assessments records – check & process these ready for signing. Similarly, prepare the support staffs’ annual salary assessments.
Appendix 4 – Admissions Admin.

1. Deal with enquiries from new parents/carers, complete enrolment forms; induct parents/carers on school procedures assisting with application forms where necessary.
2. Produce leaflets & other information for prospective parents/carers
3. Notify parents/carers of regular tour dates and new parents/carers meetings

4. Ensure all preparations are made for new parents/carers meeting e.g. letters, packs, refreshments, uniform etc

5. Deal with all correspondence regarding admissions

6. Assist the Head & governors in implementing the school admissions policy by attending admissions meetings, providing minutes of meetings, monitoring deadlines, etc
7. Enter waiting list on computer

8. Arrange interviews for casual admissions

9. Request previous school records.

10. Collate & send on records to new schools for children who have left
11. Keep up to date records of admissions and leavers on data base & manual
12. Liaise with LA & check the central computerise system regularly to ensure pupils’ admissions are efficiently processed. 
Appendix 5 – Headteacher's Delegated Tasks

1. Accurate completion of the school census and other major returns documents

2. Deal with requests from ECCAS, LA, DfE, etc
3. Write, check and action specific correspondence in a confidential manner
4. Provide additions for Head’s report to governors

5. Refine and publish monthly newsletters from the Head’s draft
6. Refine and publish school policy documents from Head and senior teachers’ drafts
7. Attend & minute meetings as requested

8. Meet at least fortnightly with the Head

9. From time to time phone parents/carers and supervise children at the end of the school day  

Appendix 6 – Administrative Tasks

1. Keep updated with educational & administrative changes, reporting such changes to the Headteacher to ensure the smooth functioning of the school

2. Ensure annual insurance cover for all school activities and liabilities
3. Ensure single central record is checked and signed at least half termly by Chair of Governors
4. Check all orders are completed correctly and sent off to meet any deadline dates
5. Oversee uniform orders, stock and stock control including Christmas orders

6. Designing & producing a variety of forms, notices & labels for Head, teachers, classrooms & office

7. Producing pupil certificates, Christmas invitations & programmes etc.

8. Producing & updating a range of lists e.g. classes, staff, governors, dates etc.

9. Produce a variety of documentation H & S booklet, etc.

10. Oversee end of year details e.g. Y6 transfer
11. Support the SENCo in updating pupils’ records on the central system
12. Administration for after school clubs, swimming sessions, school trips & journeys
13. Ensure SMMSA are supported with events/functions undertaken

14. Oversee the sorting & distribution of the school’s post

15. Oversee arrangements for special visitors to school e.g. photographer, nurse, reps. guests etc.
16. To ensure that accident forms are returned promptly to the LA 

Signature:
_________________________________________ 
Date: 
________________________________________

PERSON SPECIFICATION

Title: 

SCHOOL BUSINESS MANAGER

Grade: PO2

School:


Reports to:
Headteacher

Experience (Essential Requirements)

Considerable experience working in a school or environment from which skills are transferable at a senior level.

Qualifications (Essential Requirements)

NVQ Level 4, Degree, equivalent qualification or experience in a relevant discipline.

Excellent numeracy and literacy skills

Experience of financial management

Knowledge and Skills

· Full working knowledge of relevant procedures, codes of practice and legislation

· Ability to interpret advice and statute and then advise policy and practice in the light of these

· Ability to manage and work as part of a team effectively

· Ability to relate well to children and adults

· Ability to self-evaluate learning needs and actively seek learning opportunities

· Ability to be responsible for the school’s finance and budget monitoring

· Ability to undertake personnel duties relevant to those employed in a school

· Ability to understand complex personnel issues

· Positive solution focused attitude

· Ability to provide support and advice within a confidential framework for Headteacher and Leadership Team

