
Job Description                             
 

Post title 
 

School Business Manager 

Job Evaluation 
 

Yes/No 

Grade 
 

10 

Service 
 

Schools 

Service area 
 

Villa Real School  

Reporting to 
 

The postholder will be accountable to The Headteacher 

Location 
 

Your normal place of work will be Villa Real School 

Disclosure and Barring 
Service (DBS) 
 

This post is subject to an Enhanced Disclosure 

 

Description Of Role  

To be responsible for / manage the operation and delivery of support services within the school. To be 

responsible for / manage the planning, development and monitoring of support services. To manage staff, 

including commissioning and delegation of relevant activities. To be a member of school’s management 

team 

The School Business Manager is the school’s leading support staff professional and works as part of the 

Leadership Team to assist the Head Teacher in their duty to ensure that the school meets its educational 

aims. He/she is responsible for providing professional leadership and management of school support staff 

etc. in partnership with teaching staff, to enhance their effectiveness in order to achieve improved 

standards of learning and achievement in the school. he/she will promote the highest standards of business 

ethos within the administrative function of the school and strategically ensures the most effective use of 

resources in support of the school’s learning objectives. 

 

Duties and Responsibilities 

• To be an integral part of the School’s Senior Leadership Team.  

• Play a pivotal role in advising on and implementing school wide strategies.  

• Act as Chief Financial Officer for the School ensuring sound and appropriate financial governance and 
risk management arrangements are in place, preparing and monitoring budgets, and ensuring the 
delivery of annual accounts.  

• Manage projects including preparation of bids for funding and income generation.  

• To give strategic vision and leadership to all aspects of Finance, Administration, Physical and Human 
Resources, IT, Health and Safety and premises.  

• To be responsible for the efficient and effective use of the school site and its buildings, their 
maintenance and development.  

• To be responsible for the efficient use, maintenance and development of school resources to enable 
teachers to deliver the best progress and outcomes for students.  

• To line manage key support staff e.g., IT Manager, Health & Safety Manager, Administration team and 
Caretaker.  



• To ensure that the school is fully prepared to meet OFSTED financial and safeguarding criteria.  

• To provide support as relevant to the Head Teacher and Senior Leadership Team.  

• Establish and build working relationships with outside agencies and professional organisations. 

• Attending and participating in training and development courses as required. 

Finance: 

Working with the School Finance Team, to prepare an annual budget for the school to be submitted to the 

Governing Body. The post holder will be responsible specifically:  

• To ensure the school has appropriate procedures and to ensure accurate financial records are 
maintained (including VRSA) in accordance with DfE and LA requirements.  

• To ensure that all procurement operates within the principles of best value and ensuring value for 
money  

• To attend appropriate Governing Body meetings.  
• To oversee the financial management package and the work of the Finance Officer, giving guidance to 

other users. 
• To monitor the cost effectiveness of services (such as cleaning / catering) and to make 

recommendations for change as necessary.  
• To prepare appraisals for particular projects and the development of long-term initiatives for the school.  
• To co-operate, initiate and manage audit procedures as necessary.  
• To write bids for funding as required.  
• To review and manage the tendering for all service contracts.  
• To formulate, monitor, implement and review the school’s Financial Management and Procedures 

Policy.  
• To prepare regular management accounts for Governors and SLT, agree budgets and monitor accounts 

against budget.  
• To assist with marketing the school’s premises to maximise lettings income.  
• To train staff responsible for delegated budgets with procedures to enable them to monitor these 

budgets.  
• Use benchmarking tools to identify areas of relevant spend, assess trends and advise accordingly.  

Administration, HR and ICT  

• To plan strategically for the effective provision of ICT resources at the school including hardware / 
software and the efficient running of the ICT Support Team.  

• To oversee and manage the efficient and effective running of school administration systems, (including 
finance, the school office and the recruitment process).  

• Oversee HR function ensuring completion of supporting paperwork including placing of advert, writing 
job descriptions, shortlisting procedures, preparing for interview, appointment and induction process.  

• Providing expert advice on various HR topics such as maternity, tax, NI, pension, leave entitlement, exit 
procedures.  

• To ensure inventories of equipment and stock are maintained; all statutory and statistical returns are 
completed as appropriate.  

• To liaise with the catering manager and to ensure the catering operation is efficient and profitable.  
• Responsible for obtaining the necessary licenses and permissions and ensuring their relevance and 

timeliness.  
• Ensure School policies are reviewed on a regular basis.  

Health and Safety  

• To formulate, monitor, implement and review the school’s Health & Safety Policy including the 
introduction of all Risk Assessment procedures.  

• To report to Governors on health and safety.  
• To advise all staff on matters of health and safety as appropriate in the absence of the Health & Safety 

Manager.  
• To ensure that risk assessments are drawn up as appropriate.  
• To monitor and review the School’s Fire Risk Assessment.  
• To hold termly Health and Safety meetings with relevant staff.  



Premises  

• Through regular contact with the premises staff to ensure the proper maintenance and repair of the 
school is carried out, and progress monitored.  

• To ensure the appropriate placing and monitoring of all service contracts including cleaning and 
catering.  

• To appraise projects for the development of the school.  
• To arrange for estimates for work and monitor the work of on-site contractors. 
• To be responsible for the security, maintenance, heating, cleaning and other general site services within 

the premises. 
• To deal with all external agencies, delivering services to the school and to deal with all aspects of 

tendering. 
• To be responsible for letting of the school premises, the development of all school facilities for out of 

school use. 
• To maintain, repair and purchase all furniture, equipment and fittings.   
• To monitor and oversee the quality of work by contractors, caretakers and cleaning staff, reporting to 

Governors as appropriate.  
• To be responsible for the upkeep of playing fields, gardens, all weather surfaces and land drainage. To 

ensure the maintenance of boundaries, footpaths, roads and rights of way. 
• Be aware of the importance of a Disaster Recovery Plan  
• Role requires working with a team.  
• Ability to present oneself as a role model to pupils in speech, dress, behaviour and attitude.  
• The post-holder may undertake any other duties that are commensurate with the post.  

The post-holder has common duties and responsibilities in the areas of: Quality Assurance, 

Communication, Professional Practice, Health & Safety, General Management (where applicable), 

Financial Management (where applicable), Appraisal, Equality & Diversity, Confidentiality and Induction. 

The post-holder has a responsibility for promoting and safeguarding the welfare of children and young 

persons she/he is responsible for, or comes into contact with. 

 

Organisational Responsibilities 
 

Values and behaviours 
To demonstrate and be a role model for the council’s values and behaviours to promote and encourage 

positive behaviours, enhancing the quality and integrity of the services we provide. 

 

Smarter working, transformation, and design principles 
To seek new and innovative ideas to work smarter, irrespective of job role, and to be creative, innovative 

and empowered. Understand the operational impact of transformational change and service design 

principles to support new ways of working and to meet customer needs. 

 

Communication 
To communicate effectively with our customers, managers, peers and partners and to work collaboratively 

to provide the best possible public service. Communication between teams, services and partner 

organisations is imperative in providing the best possible service to our public. 

 

Health, Safety and Wellbeing  
To take responsibility for health, safety, and wellbeing in accordance with the council’s Health and Safety 

policy and procedures.  

 



Equality and diversity 
To promote a society that gives everyone an equal chance to learn, work and live, free from discrimination 

and prejudice and ensure our commitment is put into practice. All employees are responsible for eliminating 

unfair and unlawful discrimination in everything that they do. 

  

Confidentiality 

To work in a way that does not divulge personal and/or confidential information and follow the council’s 

policies and procedures in relation to data protection and security of information. 

 

Climate Change 
To contribute to our corporate responsibility in relation to climate change by considering and limiting the 

carbon impact of activities during the course of your work, wherever possible. 

 

Performance management 

To promote a culture whereby performance management is ingrained and the highest of standards and 

performance are achieved by all. Contribute to the council’s Performance and Development Review 

processes to ensure continuous learning and improvement and to increase organisational performance. 

 

Quality assurance (for applicable posts) 
To set, monitor and evaluate standards at individual, team and service level so that the highest standards 

of service are delivered and maintained. Use data, where appropriate, to enhance the quality of service 

provision and support decision making processes. 

 

Management and leadership (for applicable posts) 
To provide vision and leadership to inspire and empower all employees so they can reach their full potential 

and contribute to the council’s values and behaviours. Managers and leaders must engage in personal 

development to ensure they are equipped to lead transformational change; always searching for better 

ways to do things differently to meet organisational changes and service priorities. 

 

Financial management (for applicable posts) 
To manage a designated budget, ensuring that the service achieves value for money in all circumstances 

through the monitoring of expenditure and the early identification of any financial irregularity. 

 

The above is not exhaustive and the post holder will be expected to undertake any duties which may 

reasonably fall within the level of responsibility and the competence of the post as directed by your 

manager. 


