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SS Peter and Paul’s Catholic Primary School

The Good Shepherd Catholic Trust

Assistant Business Manager Job Description
	Grade
	TBC

	Salary
	LBR 10 Point 31 £43,299 FTE

	Contract hours
	46.53 weeks which includes 5 inset days and 10 additional days 
36 hours per week - 8.15-4.30pm


We are looking for an enthusiastic, thorough and meticulous Assistant Business Manager who has high standards and is good at organising and motivating staff, managing whole school finance and supporting the Headteacher and trust’s Chief Finance Officer in the effective running of the school.

The person appointed will take responsibility for overseeing the financial and administrative management of the school. The ideal candidate will: 

· Have experience of school/primary school finance

· Have experience of managing and supporting a small team

· Have excellent office and IT skills 

· Have the ability to think creatively and strategically

· Have a flexible and positive nature and the ability to work well under pressure

· Have the ability to maintain confidentiality 

· Have excellent communication skills.

We can offer a dedicated, highly skilled and supportive staff team with training which will support your role and career development. Our school has wonderful children and this role offers a great opportunity to play an important role in a successful and caring school.

Further details and an application form can be obtained from the school’s website: https://www.sspeterandpauls.redbridge.sch.uk/our-school/vacancies or by contacting the school office.

· Please note that only the CES application forms will be accepted, CV’s will not be accepted.
· Visits to school are welcomed and encouraged. Contact the school office to arrange a visit.

· Please email your completed application form and supporting documents to: admin.sspeterandpauls@redbridge.gov.uk
· Closing date for applications 24th April 2024
· Interviews: Week beginning 29th April 2024
Only successful applicants will be contacted for interview.

SS Peter and Paul’s Catholic Primary School and the Good Shepherd Catholic Trust are fully committed to safeguarding and promoting the welfare of young people and expects all members of staff to share this commitment. An enhanced DBS check is required for this post.  The post is exempt from the Rehabilitation of Offenders Act 1974.
Assistant Business Manager –SS Peter and Paul’s Catholic Primary School.
Manages/Supervises: 2-3 Members of staff
The post holder will be expected to work on their own initiative at times and follow clear instructions but at other times to work under the direction of the Head Teacher and with the trust Chief Finance Officer (CFO). To liaise, seek guidance and work under the direction of the Head Teacher if any serious or contentious issues arise.  

1. To actively model and promote the values and ethos of the School.
2. To provide confidential administration and financial support for the School and Headteacher. 

3. Assure there is strict adherence to financial policy and deliver the Governors’ vision of a financially secure School.
4. To undertake the monthly payroll checks and authorisations (in line with EPM policies and procedures) for the schools.
5. To organise and oversee all aspects of educational visits (day and residential) undertaking appropriate training.
6. To ensure that all staff absences (illness/courses; short/long term) and duties within the admin/office team are covered in cases of absence in consultation with the Headteacher.
7. To ensure all staff have current DBS clearance and that the SCR is up to date for the School. 

8. To co-ordinate the maintenance of the school site and its buildings, the preparation of maintenance schedules, the efficient operation of all facilities on the property.
9. The ability to communicate well at all levels will be essential, as will the ability to quickly gain an understanding of the roles and responsibilities of others.

Main Responsibilities
Under the guidance of senior staff, be responsible for undertaking financial, administrative, organisational processes within the school.  To assist with the planning and development of support services.
 Financial
1. Assist the Head Teacher and trust Chief Financial Officer (CFO) in the annual preparation of the budget.
2. Ensure all financial transactions carried out comply with the Schools regulations including administering the School’s delegated budget under the direction of the Headteacher.

3. Prepare financial information
4. Process all incoming invoices and make appropriate supplier payments.

5. Provide information reports and analysis on budget, expenditure and income, as required.
6. Maintain financial information on all School activities.
7. To ensure compliance with the GSCT Financial Procedures Manual.
8. Ensure monthly submission of VAT returns and the correct recording of all VAT payments.

9. To supervise the school’s accounting function (Access Finance), ensuring its efficient operation according to agreed procedures, and to maintain these procedures.

10. To monitor all accounting procedures and resolve any problems including:

· The ordering, processing and payment for all goods and services provided to the school.
· The operation of all bank accounts, ensuring that a full reconciliation is undertaken at least once per month.
· Oversee the maintenance of the asset register.
· Preparation of invoices and collection of fees and other dues, taking legal action where necessary to recover bad debts.
11. Maintain the School bank accounts.

12. Monitor and oversee the ordering of supplies, ensuring all School procedures relating to checking and coding are adhered to.

13. Assist in the preparation of statistics for returns to the trust, Local Authority and the ESFA/DfE.

14. Cost educational visits and advise staff organising educational visits ensuring School procedures are adhered to.
 Administrative
1. Liaise on a daily basis with the Senior Leadership Team with regard to absences and cover needed.
2. Ensure maintenance of staff records with emphasis on documents of a confidential nature.

3. Set up and maintain staff workforce census.

4. Ensure all documents to relevant outside agencies are completed and returned within given deadlines.

5. Attend internal and external meetings as required.
6. Obtain estimates adhering to School regulations and ensure value for money when placing orders for supplies and repairs.
7. Arrange venues, coaches and risk assessments, for School visits and residentials.   Advise Headteacher where trip is not viable in terms of monies paid.
8. To assist in the management of the school/trust accounting function, ensuring its efficient operation according to agree procedures, and to maintain these procedures by conducting at least an annual review.

9. Ensure that financial systems within the school meet the requirements of School’s regulations, follow sound practice, have clear accountability and are closely monitored.

10. Be responsible for SCOPAY 
11. Reconcile, bank monies and keep accurate records

12. Be responsible for booking staff on courses. Arrange cover as necessary, working with the Senior Leadership Team and Headteacher.
13. Establish and use effective methods to review and improve administrative systems.

14. Use data analysis, evaluation and reporting systems to maximum effect by ensuring systems are streamlined to maximise efficiency and avoid duplication.

15. Benchmark systems and information to assess trends and make appropriate recommendations.

16. To manage the administrative function, including school reception, reprographics and records

 Pupils and Parents/Carers
1. Ensure systems for first-aid are implemented.
Human Resources (HR)  
· Create and maintain Personnel Files
· Manage and maintain the Single Central Record of appointments in accordance with safer recruitment legislation.  

1. To undertake the monthly payroll checks and authorisations (in line with EPM policies and procedures) for the schools.
2. Act as the School’s link with the Human Resources Department (EPM) on a variety of staffing matters such as Section 128/Prohibition checks.

3. Ensure all checks and codes for claims forms for salary/wages payments are correct.

4. Organise and maintain general and confidential filing systems.
5. To ensure that all staff absences (illness/courses; short/long term) and duties within the admin/office team are covered in cases of absence in consultation with the Headteacher.

6. Ensure all First-Aiders have up to date certificates. Keep accurate records. Organise courses as necessary.

7. To manage and ensure that good personnel practice is followed throughout the school and that the policies adopted by the Governing Body are implemented.

8. To manage and deal with staff queries about salaries, expenses, sickness and maternity procedures etc.
Information Technology and Resources
1. To use and develop computer aided administration within the School, ensuring all records are kept accurately and comply with the requirements of GDPR
2. To undertake word processing to create and maintain documents
3. To be responsible for the School’s financial data management system
Facility & Property Management
1.
Assist the Headteacher to ensure the supervision of relevant planning and construction processes is undertaken in line with the contractual obligations.

2.
Assist the Headteacher in managing the maintenance of the School site including the purchase and repair of all furniture and fittings.

3.
Liaise with the School Caretaker to ensure a safe environment for the stakeholders of the School to provide a secure environment in which due learning processes can be provided.

4. To arrange training and maintain training registers for fire wardens and first aid related courses.
Health and Safety
1. Assist School Lead Caretaker in the maintenance records of the fire practices and alarm tests.
2. Ensure the Schools Health and Safety procedures are followed at all times.
3. In collaboration with the Headteacher, maintain and update the school Risk Register on a regular basis
General Duties
1. Occasionally supervise contractors, allocating workload, checking for quality and delivery of service, as required by the Headteacher
2. Be aware of and comply and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person
3. Share expertise and skills with others, including induction for new office staff
4. Assist Headteacher in the preparation and deliverance of Governor packs where required.  Including attending Governor meetings where required and undertaking actions as directed by the Headteacher
5. Appreciate and support the role of other professionals
6. Attend and participate in relevant meetings as required
7. Participate in training and other learning activities and performance development as required
8. Ensure accident reports are completed in a timely manner and reported when necessary
9. Ensure compliance with appropriate legislation
10. Ensure compliance with Health and Safety legislation and School Health and Safety Policies
The above mentioned duties are neither exclusive nor exhaustive and the postholder may be called upon to carry out such other appropriate duties as may be required by the Executive Headteacher within the grading level of the post and the competence of the post-holder.

Assistant School Business Manager:…………………………………………………. Date:……………………        
Headteacher: …………………………………………………… Date:………………………………… 
Job Specification 

Please read this Person Specification carefully, as it will be used to assess candidates as part of the shortlisting and interview process. You should state any experience you have had, which shows how you meet the criteria, when you complete your application form. If you are selected for an interview, you may be asked to undertake practical tests to demonstrate some of the skills and abilities listed below. The Trustees will be looking for candidates who most closely match the following criteria but they do not expect the successful candidate to meet all the “desirable” criteria upon joining the school. However, the postholder will be expected to build on existing knowledge, experience, and skills during his/her continuous professional development.
	Criteria 
	Essential 
	Desirable 


Abilities 

	
	· Good general education 

· Excellent ability in Microsoft 

· Good awareness and understanding of school 

frameworks and funding 

· Effective use of IT Software 

· Able to manage budgets and maintain accurate 

financial information to facilitate effective 

monitoring to achieve organisational aims 

· Able to establish and maintain good financial 

practice 

· Able to delegate tasks and manage own 

workload to meet deadlines 

· Able to identify own professional development needs and ensure they are met 

· Able to identify and manage potential risks 

· Able to lead appropriate innovation projects 

· To implement and follow Academies Financial 

handbook, Education Funding and Department 

of Education requirements
	· Graduate or equivalent 

· School business management 

qualification, e.g. 

Certificate of School 

Business Management 

(CSBM), or Diploma of 

School Business 

Management (DSBM

· Experience in school finance 

· Experience of EPM
· Knowledge of payroll 

structures and administration 

· Able to prepare a budget plan with fully profiled salaries and other costs and longer term budgets taking account of  Value for Money, organisational priorities, and factors affecting funding/income 

· Successful track record in working with school 

governors and Chief Finance Officer

	Personal qualities
	· Flexible approach to work Ability to take responsibility Acts with integrity, honesty, loyalty and fairness

· Confidentiality Self-starter but also able to work collaboratively with other team members 

· Natural authority and confidence in dealing with people and situations 

· Calm and organised under pressure 

· Resilient and determined
	· Successful experience of role in wider school community


While every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not have been identified. Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description. 



























