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Headteacher: Mrs G. Muxworthy

Vallis First School, Milk Street, Frome, BA11 3BD

Tel: 01373 462657

office@vallisfirstschool.org.uk
www.vallisfirstschool.org

	Job Description

	School
	Vallis First School, Frome.

	Job Title:
	School Business Manager

	Reports To:
	Head Teacher 

	Main purpose of Job:

As a member of the Senior Leadership Team (SLT), the School Business Manager (SBM) is responsible for managing the strategy and operation of the business functions of our school, including financial management, health and safety, human resources, compliance and administration. 


	Main Responsibilities and Duties: 

	This is a varied and exciting role. Candidates must be enthusiastic, organised, approachable and hard working. They will advise on and implement the day-to-day support that enables the school to operate effectively and efficiently, and that allows other members of the leadership team to focus on teaching and learning.

Ideally applicants will have experience of at least one of the areas of responsibility that are held by the Business Manager (health & safety, human resources, finance, compliance), and experience of working within a school environment or similar would be an advantage. Support and training will be given to the successful applicant.

We understand the importance of building meaningful relationships with pupils and families to nurture growth and development of trust and sharing enjoyment. Care and making connections are at the heart of our ethos and we work hard to ensure that all staff feel cared for too as the well-being of our staff is an important priority.
Financial management:
· Assist with the preparation of the school budget with frequent budget monitoring and reporting to the Governors. 
· Working within the financial management policy and using school systems such as SIMS FMS / BromCom Finance to account for the school expenditure and income
· Getting best value for money on orders and supplies, managing leasing contracts, processing invoices and chasing debtors.
· Management of the school’s admission arrangements and admission policy.
 
ICT & Communication
· Maintain the School’s database

· Main point of contact for external IT services such as ParentPay, Bromcom, SIMS, phones and network providers

· Manage and implement hardware for staff 

· Marketing including website, social media, advertising etc.

· Being the data protection lead

· Inventory and asset management 
· Support the Head Teacher regarding parental engagement and communication, including parents’ evenings, newsletters, emails & texts to parents.
Health and Safety
· Work with the local authority (Somerset) and their systems to ensure that Health and Safety requirements of the school are met, and the school is safe and compliant
· Shape and manage Risk Assessments, Fire Safety arrangements and CIVICA

· Coordinate and manage SLAs for Catering and Cleaning services.
· Critical Incident Planning and Business Continuity Planning.
· Manage and implement site, supplies and services risk assessments.
HR and Personnel
· Support the Head Teacher with HR administration matters for all staff, including recruitment and induction of new staff.
· Maintain and take responsibility for the single record of employment checks for all staff, governors, volunteers etc.
· Manage training requirements across the school.
· Maintain GDPR and KCSIE compliant personnel records

· Help with the management of cover

· Line-manage office and other support staff, including the overall management of clubs and wrap around care. 
Premises Management
· Coordinate and manage agreements for Caretaking, Cleaning and Security services
· Liaise with relevant bodies and project management of Capital works
· Manage proactive and reactive maintenance and improvements to buildings and grounds

Office Admin
At times, you will be the first point of contact in school taking messages (in all forms) and resolving queries as appropriate. You will be an integral information service for the Head Teacher and other senior leaders, other members of staff, and parents.
In addition, the post holder is required to carry out any duties the Head Teacher may reasonably direct from time to time. 



	Skills & Attributes

	· Exemplary communication and interpersonal skills, promoting a positive image of our school in the community and communicating clearly with pupils, staff, visitors, parents, the media and others as required

· Confident IT skills

· Ability to prioritise effectively, with good organisational skills

· Experience of working in an office environment and using financial systems
· Ability to exercise discretion, creativity and initiative and take direction from senior staff
· Ability to deal with changing and conflicting deadlines with frequent interruptions to work

· Attention to detail

· Commitment to Equal Opportunities & Safeguarding      

· Be pragmatic
· To work effectively and enthusiastically as part of a team

· To uphold the school vision and ethos

· Ability to manage people effectively

· Manage change positively
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