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School Business Manager
Job Description & Person Specification


Job Title: School Business Manager
Responsible to: Headteacher
Contract Type: Permanent, 52 weeks per year
Grade: Grade F (HCC)


JOB DESCRIPTION
Purpose of the Role
To provide strategic leadership and operational management of all school business functions, ensuring the effective use of resources to support high-quality education at Vigo Primary School. The School Business Manager will lead on finance, human resources, premises, health and safety, compliance and administration, ensuring that the school meets its statutory responsibilities and operates efficiently in line with Hampshire County Council policies and procedures.

Main Responsibilities
Strategic Leadership and Management 
Provide strategic business advice to the Headteacher and Governing Board to support decision-making and long-term sustainability.
Lead on strategic financial planning; budget setting, monitoring and forecasting and ensure decisions support the School Improvement Plan
Line manage Finance Officer, Office Team, Midday Supervisors and their team and Breakfast Supervisor and their team ensuring clear accountability, performance management and professional development
Work with the Headteacher and Site Manager to ensure effective and efficient running of premises and facilities
Contribute fully as a member of the senior leadership team
Financial Management
Lead the planning, setting, management and monitoring of the school budget in accordance with HCC financial regulations
Ensure efficient use of resources and demonstrate value for money
Prepare financial monitoring reports, forecasts and returns for the Headteacher and Governing Board
Manage income, expenditure, procurement, contracts and leases in line with audit requirements
Liaise Financial Services and lead on grant and funding applications.
Manage the school’s letting’s function

Human Resources
Manage payroll arrangements and act as the first point of contact for HR-related matters
Support safer recruitment, staffing reviews and workforce planning
Ensure employment policies and procedures are correctly applied in line with legislation and HCC guidance
Oversee appraisal, absence management, wellbeing processes and staff training

Administration
· Lead and manage the day‑to‑day operation of the school office to ensure a welcoming, efficient and professional service for pupils, families, staff and visitors
· Oversee the administration, compliance, review and ongoing development of office systems, procedures and processes to support the effective running of the school
· Ensure administrative systems support safeguarding, attendance, admissions, communication, data protection and statutory returns
· Line manage office staff, setting clear expectations and supporting training, development and wellbeing to maintain high standards of accuracy, confidentiality and customer service

Premises, Health & Safety
Work with Site Manager to Manage the maintenance, security and efficient use of the school site.
Ensure compliance with health and safety legislation and local authority requirements
Monitor statutory inspections, risk assessments and health and safety training
Governance, Compliance & Policy
Ensure compliance with statutory, regulatory and local authority requirements
Maintain and review business and finance policies in line with the school’s policy schedule
Provide professional administrative and advisory support to the Governing Board

Data Protection - GDPR
Act as the school’s designated Data Protection Officer, ensuring compliance with data protection legislation, including UK GDPR and the Data Protection Act 2018
Maintain and review data protection policies, privacy notices and procedures, ensuring they are implemented effectively across the school
Provide practical advice and guidance to staff on data protection responsibilities, promoting good practice in the handling of personal data
Monitor compliance, manage subject access requests and oversee the appropriate response to any data breaches in line with statutory requirements

Public Relations & Marketing
Lead responsibility for the maintenance, review and development of the school website and prospectus, ensuring information is accurate, up to date and compliant with statutory guidance
Work closely with the Deputy Headteacher to manage the school’s social media presence, ensuring it reflects the school’s values and is used safely and appropriately
Ensure consistency and quality in branding and presentation across all school communications, publications and documentation
Support and oversee the organisation of school marketing and community engagement events, including open days, PTA activities and community events
Promote a positive image of Vigo Primary School by supporting the sharing of good‑news stories, celebrating achievements and engaging appropriately with the local community and media




PERSON SPECIFICATION
Essential
Experience in business, finance or operational management
Experience of managing budgets and financial controls
Experience of leading and managing staff teams
Strong analytical, organisational and problem-solving skills
Excellent communication skills with the ability to advise senior leaders and Governors
Understanding of employment law, health and safety, safeguarding and data protection
High levels of integrity, professionalism and confidentiality
Desirable
Experience within an educational or local authority setting
Knowledge of Hampshire County Council systems, policies and procedures
Relevant professional qualification (e.g., School Business Management)

Professional Development
Vigo Primary School is committed to supporting the professional development of the successful candidate. Training will be provided as required, with opportunities to work towards a recognised School Business Management qualification via the apprenticeship route, alongside ongoing professional learning and development.
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