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Key Responsibilities:
· Financial Management: oversee budgeting, financial planning, and reporting. Propose revisions to budgets if necessary, in response to significant or unforeseen developments. Ensure compliance with financial regulations and manage school funds efficiently.
· HR Administration: oversee and manage recruitment, contracts, payroll, staff absence, single central record and staff records on the appropriate systems.
· Facilities & Premises: In partnership with the school site manager, ensure the school premises are safe, well-maintained, and compliant with health and safety standards.
· Procurement & Contracts: Lead on purchasing, supplier management, and negotiating contracts to ensure value for money.  Monitor the effectiveness and implementation of contracts.
· Strategic Planning: Contribute to long-term planning and development of the school, including income generation and cost-saving initiatives.
· Compliance & Governance: Support with policies, audits, and regulatory requirements including GDPR and safeguarding.
· Attend senior management/leadership team, full governing board and appropriate governors’ sub-committee meetings as necessary.
· Along with other members of the senior leadership team, ensure that colleagues have a clear understanding of school policies and procedures and the importance of putting them into practice

	Essential Skills and Experience: 

	Strong financial acumen and experience in strategic financial planning, budget management and financial reporting.

	Experience of setting, managing and monitoring budgets

	Ability to demonstrate delivery of service and systems applicable for effective school management.

	Ability to demonstrate meticulous attention to detail, analytical skills and problem solving.

	Knowledge of school management systems (including Arbor, Access Education Budget Planner and IBC)

	Good understanding of HR procedures including recruitment and absence management

	Experience of health and safety management

	Leadership and line management experience with the ability to motivate and develop staff

	Ability to think and plan ahead, working in a logical, strategic and proactive way

	Ability to work autonomously, prioritise, set and meet deadlines.

	Be a good communicator, with a flexible ‘can do’ attitude and good sense of humour

	A team player willing to go the ‘extra mile’ for the benefit of the children and staff

	Ability to develop effective relationships with parents and other agencies

	Commitment to keeping up to date with training and professional development

	

	

	Desirable Skills and Experience:

	School Business Manager qualification

	Already a member of a school leadership team

	Experience of working with children with a wide range of Special Educational needs

	Experience of Safeguarding Children procedures
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