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Job Title: School Business Manager
Responsible to: Headteacher, Executive Headteacher, and Proprietary Board

Job Purpose:

To lead and manage the school’s non-teaching operations and business support functions, ensuring
efficient, compliant and value-for-money delivery of services across finance, administration, human
resources, premises and health & safety. The role supports strategic planning and frees the
headteacher to focus on teaching and learning.

Key Responsibilities

1. Strategic Leadership

e Contribute to the development, implementation and evaluation of the school’s strategic plans.
e Provide professional business advice to the headteacher, senior leaders and proprietary
board.

o Represent the business function at leadership and committee meetings.
2. Financial Management
e Prepare and manage the school budget, monitoring and reporting on income/expenditure.
¢ Ensure statutory financial returns and audits are completed on time.
¢ Oversee procurement, contracts and value for money.
e Manage payroll and grant funding processes.

3. Human Resources

¢ Oversee HR administration: recruitment, contracts, payroll liaison and personnel records.
e Support staff development and performance management processes.

4. Operations, Premises & Health & Safety

¢ Manage site maintenance, security, cleaning and facilities contracts.

¢ Ensure compliance with health & safety legislation and school safety policies.

e Coordinate statutory inspections, risk assessments and relevant records.
5. Administration & Information Management

e Lead the school office and administrative teams ensuring efficient systems.

¢ Oversee management information systems and data reporting.

e Ensure GDPR and statutory record-keeping compliance across school functions.
6. Governance and Compliance

e Provide reports to proprietary board on business operations, performance and risk.

e Ensure policies and procedures are in place, reviewed and implemented.
e Support internal and external compliance audits.
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Qualifications & Professional Development

Essential:

e Educated to at least Level 4 (e.g., A-Level or equivalent) with strong numeracy and literacy.
¢ Formal financial qualification or professional training (e.g., AAT, CIMA, ACCA/ACCA study).

Desirable:

¢ Qualified School Business Manager (CSBM/DSBM) or equivalent qualification.
o Degree or professional qualification in business/management.

Experience

Essential:

e Significant experience in business/financial management, ideally within an education setting.
e Experience of budget preparation, financial planning, reporting and audit.
e Supervisory/line management experience.

Desirable:
e Prior experience as a School Business Manager or senior operations role in a complex
organisation.
e Experience working with school accounting/management systems (e.g., SIMS, Unit4 ERP).

e Experience managing site services, contracts and compliance frameworks.

Knowledge & Skills

Essential:
e Strong financial, analytical and problem-solving skills.
e Excellent organisational and time-management ability.
e Good working knowledge of HR, payroll and employment compliance.
e Confident user of Microsoft Office and database/finance systems.

Desirable:
e Understanding of wider school governance in an academy trust context.
¢ Knowledge of school funding mechanisms and local authority rules.
o Familiarity with health & safety, premises compliance and risk management frameworks.
e Experience of MIS systems used in secondary schools.

Personal Attributes

¢ Highly professional with integrity, confidentiality and resilience.
e Strong communicator, able to build relationships across stakeholders.
e Detail-oriented, proactive and able to prioritise competing demands.
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e Team player with a collaborative approach to problem solving.
e Commitment to equal opportunities, safeguarding and promoting the welfare of students.



