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     School Road, Rowledge, Farnham, GU10 4BW
Telephone 01252 792346

     admin@rowledge.hants.sch.uk   www.rowledgeschool.com
Position : 

Business and Administration Manager 
Reports To : 
Headteacher 

Role Purpose :

As a member of the school senior management team, develop, direct and coordinate the full range of school financial and administrative services. Take proactive and partnership role in developing strategies for the longer term use and development of the school site.
Principal responsibilities / duties :

1. Financial Responsibilities
a) Be responsible for the production of accurate and detailed financial information to the HT and Governors.
b) Monitor and control expenditure against agreed budgets and forecasts, alerting HT and relevant governors to any change to circumstances and make recommendations of appropriate actions.
c) Ensure the payroll process operates effectively and accurately, ensuring submissions to the LA are made on time and that changes to the payroll are appropriately authorised and processed in a timely manner.

d) Attend as required meetings of the Governing Body and Senior Leadership Team (SLT) and be able to advise on all financial matters affecting the school.

e) Take a lead role in the preparation of the school annual budget, 3 year financial plan and half year reviews. Develop costs for any school improvement initiatives.
f) Ensure the financial practices in place in the school are of the highest standard and meet all relevant statutory, LA and SFVS requirements. Prepare and manage the submission of financial reports to the LA on a timely basis. Verify the quality of financial controls through regular reviews and internal audits.

g) Take the lead in exploring additional income streams and where appropriate produce the necessary paperwork to support an application for additional funding or grants.
h) Make financial decisions and recommendations on procurement of resources and services. Ensure all purchasing is in line with LA procurement guidelines and within authorisation limits.
i) Maximise the use of financial resources for the school.

j) In association with the Headteacher, negotiate, monitor performance and manage service contracts with the school.
k) Develop and maintain an up to date manual of financial procedures in line with LA and statutory regulations.

l) Manage school inventory and maintain current listing of school capital assets.
2. Administration and Site Responsibilities

a) Manage the delivery of office systems, processes and procedures 
b) Take the lead role in the coordination of school projects including building work and other maintenance activities. Where relevant making recommendations on supply of resources and services.

c) Take the lead role in the school Health and Safety Management including risk assessing and compliance with LA and statutory regulations.

d) Take the lead role in Fire Safety and Critical Incident Management and compliance with LA and statutory regulations.
e) Lead the pastoral and safeguarding response of the school office including verification of safeguarding checks for staff and visitors.

f) Supervise and manage the administrative arrangements for the appointment of staff to the school.

g) Assist the ICT coordinator in the purchase and deployment of IT within the school including sourcing appropriate support from 3rd parties.
h) In accordance with the SFVS schedule, coordinate the review of school policies and Committee Terms of Reference by the HT, SLT and Governors.

i) Be responsible for the development and maintenance of specific policies under role remit and as requested by the HT.

j) GDPR Data Controller

k) Manage the finances and administration of the School Breakfast Club.

l) Provide First Aid as required.
3. Staff Management
a) Take the lead role in the management of administrative and non-class based support staff.
b) Have an awareness of current personnel practices and advise the HT
c) Facilitate an effective induction program for all new office staff.
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