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Upper KS2 Teacher

Recruitment Pack




Dear Applicant 

Thank you for your interest in the position of School Business Manager at Birchfield Community Primary School.
Our vision is ‘to provide a happy, caring and stimulating environment where children will recognise and achieve their fullest potential, so that they can make their best contribution to society.’  All staff and governors are committed to Birchfield’s future success and we are looking for staff that will join us in achieving our vision.
We hope you will find this recruitment pack beneficial and provide you with you the information you require and welcome you to contact the school and arrange a visit, prior to interview. 
We look forward to receiving your application. Should you have any queries please do not hesitate to contact us on 01935 427609 or email office@birchfieldprimaryschool.co.uk

Best Wishes
[image: ]

Mrs J Parker
Head Teacher



The Vacancy

School Business Manager
Hours: 35 Hours per week Monday – Friday
Grade 10: £34,834-£39,186 Salary Range Point 26-31

Birchfield Community Primary School is seeking a School Business Manager. This is an exciting opportunity for the right candidate to develop their school business management career.  The post commences January 2025 but can be flexible for the right candidate (date to be confirmed on appointment).

In return we offer you a rapidly developing school with huge ambitions, wonderful children, a dedicated team of staff and supportive parents and Governors. 
For further information please download a recruitment pack and application form from the school website www.birchfieldprimaryschool.co.uk or telephone or e-mail for further assistance.
Closing date: Midday Monday 21st October 2024.
The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  All posts are subject to relevant employment checks and criminal background check via the disclosure procedure.
Please complete an application form (which can be found on the school website or by contacting the school office) and submit to the office or email recruitment@birchfieldprimaryschool.co.uk . 




Selection Procedure 

· Advert placed on Somerset County Council jobsite and School website
· Closing date for applications: Midday Monday 21st October 2024
· Letters sent out to successful candidates for interview (via email): Week beginning 21st October
· Interviews take place: Week beginning 21st October

Please note that applications will be reviewed as received and should a suitable candidate be identified, we may close the vacancy early. 
















Main Duties and Responsibilities (Job Description)

Post: School Business Manager
Leads and Manages: School Office, Finance Administration, Site Manager and Caretakers, Technicians, Catering Team
Main Responsibilities and Duties
Job Purpose
1. The School Business Manager is the school’s leading support staff professional and works as part of the Senior Team to assist the Head Teacher in his/her duty to ensure that the school meets its educational aims. 
2. The School Business Manager is responsible for providing professional leadership and management of school support staff in partnership with teaching staff, to enhance their effectiveness in order to achieve improved standards of learning and achievement in the school. 
3. The School Business Manager promotes 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.
4. The School Business Manager is responsible for the Financial Resource Management/Administration Management/Management Information and ICT/Human Resource Management/Facility & Property Management/ Health & Safety Management of the School. 
General Duties Leadership & Strategy 
1. Attend Senior Management/Leadership Team, full Governing Body and appropriate Governors’ sub-committee meetings 
2. Negotiate and influence strategic decision making within the school’s Senior Management/Leadership Team 
3. In the absence of the Head Teacher, take delegated responsibility for Financial and other decisions 
4. Plan and manage change in accordance with the school development/strategic plan. 
5. To lead and manage all none teaching staff 
Financial Resource Management 
1. Evaluate information and consult with the Senior Team and Governors to prepare a realistic and balanced budget for school activity 
2. Submit the proposed budget to the Head Teacher and Governors for approval and assist the overall financial planning process 
3. Discuss, negotiate and agree the final budget 
4. Use the agreed budget to actively monitor and control performance to achieve value for money 
5. Identify and inform the Head Teacher and Governors of the causes of significant variance and take prompt corrective action 
6. Propose revisions to the budget if necessary, in response to significant or unforeseen developments 
7. Provide on-going budgetary information to relevant people 
8. Advise the Head Teacher and Governors if fraudulent activities are suspected or uncovered 
9. Maintain a strategic financial plan that will indicate the trends and requirements of the school development plan and will forecast future year budgets 
10. Identify additional finance required to fund the school’s proposed activities 
11. Seek and make use of specialist financial expertise 
12. Maximise income through lettings and other activities, including additional income revenue and funding sources
13. Present timely and fully costed proposals, recommendations or bids 
14. Put formal finance agreements in place with suitable providers for agreed amounts, at agreed times and appropriate agreed costs and repayment schedules 
15. Monitor the effectiveness and implementation of agreements 

Administration Management 
1. Manage the whole school administrative function and lead all support staff. 
2. Design and maintain administrative systems that deliver outcomes based on the school’s aims and goals including GDPR.
3. Manage systems and link processes that interact across the school to form complete systems 
4. Define responsibilities, information and support for staff and other stakeholders 
5. Establish and use effective methods to review and improve administrative systems 
6. Use data analysis, evaluation and reporting systems to maximum effect by ensuring systems are streamlined to maximise efficiency and avoid duplication 
7. Benchmark systems and information to assess trends and make appropriate recommendations 
8. Prepare information for publications and returns for the DFE, LA and other agencies and stakeholders within statutory guidelines. 
Management Information Systems & ICT 
1. Consider approaches for existing use and future plans to introduce or discard technology in the school 
2. Consult with relevant people and other parties to introduce new technology or improve existing technology for different purposes 
3. Ensure that the school has a strategy for using technology aligned to the overall vision and plans for the school ensuring value for money 
4. Communicate the strategy and relevant policies, including Data Protection for use of technology across the school 
5. Establish systems to monitor and report on the performance of technology within the school 
6. Ensure resources, support and training are provided to enable work colleagues to make the best use of available ICT including teaching, learning and assessment systems 
7. Ensure contingency plans are in place in the case of technology failure 
8. Ensure data collection systems providing information to stakeholders are streamlined to maximise efficiency of the data supplied 
Human Resource Management 
1. Ensure the school’s equality policy is clearly communicated to all staff in school 
2. Ensure that all recruitment, grievance, disciplinary and redundancy policies and procedures comply with legal and regulatory requirements  including ensuring that the SCR is always up to date and fully completed.
3. Support the leadership team in the recruitment, performance management, appraisal and development for all none teaching staff. 
4. Monitor the relevant legal, regulatory, ethical and social requirements and the effect they have on your school and staff 
5. Ensure people have a clear understanding of the policies and procedures and the importance of putting them into practice 
6. Monitor the way policies and procedures are actioned and provide support where necessary 
7. Seek and make use of specialist expertise in relation to HR issues 
8. Evaluate the school’s strategic objectives and obtain information for workforce planning 
9. Identify the types of skills, knowledge, understanding and experience required to undertake existing and future planned activities

Facility & Property Management 
1. Ensure the supervision of relevant planning and construction processes is undertaken in line with contractual obligations
2. Ensure the safe maintenance and security operation of all school premises 
3. Manage the maintenance of the school site including the purchase and repair of all furniture and fittings 
4. Ensure the continuing availability of utilities, site services and equipment 
5. Follow sound practices in estate management and grounds maintenance 
6. Monitor, assess and review contractual obligations for outsourced school services 
7. Ensure a safe environment for the stakeholders of the school to provide a secure environment in which due learning processes can be provided 
8. Ensure ancillary services e.g. catering, cleaning, etc., are monitored and managed effectively 
9. Manage the letting of school premises to external organisations, for the development of the extended services and local community requirements. 
10. Seek professional advice on insurance and advise the SMT on appropriate insurances for the school and implement and manage such schemes accordingly. 
Health & Safety 
1. Plan, instigate and maintain records of fire practices and alarm tests. 
2. Ensure the school’s written health & safety policy statement is clearly communicated and available to all people 
3. Ensure the health & safety policy is implemented at all times, put into practice and is subject to review and assessment at regular intervals or as situations change 
4. Enable regular consultation with people on health and safety issues 
5. Ensure systems are in place to enable the identification of hazards and risk assessments 
6. Ensure systems are in place for effective monitoring, measuring and reporting of health and safety issues to the Senior Team, Governors and where appropriate the Health & Safety Executive 
7. Ensure the maximum level of security consistent with the ethos of the school 
8. Oversee statutory obligations are being met for pupils with special educational needs, ensuring that financial and supporting agency services are adequate for their diverse needs
Safeguarding is everyone’s responsibility and all employees are expected to adhere to safeguarding policies and procedures. You are therefore expected to have a clear understanding of your own role and responsibilities to ensure our children’s safety. 

This job description may be reviewed at the end of the academic year or earlier if necessary. In addition it may be amended at any time after consultation.












Person Specification

	

	Essential

	Desirable
	A=application
R=reference
I=interview
C=certificate

	Qualifications
	· GSCE education to include English Language and Maths (or equivalent) 
· Record of Continuing Professional Development
· Commitment to achieve the National College of School Leadership Certificate of School Business Management or Diploma of School Business Manager
	Achieved School Business Manager qualification e.g. DSBM / CSBM
	A C

	Experience
	· Managing strategic financial plans
· Managing budgets, financial reporting, procurement and fixed assets
· Financial analysis and reporting
· Managing and leading teams
· Working effectively with internal and external partners
	· Working in a strategic role in public or educational sector 
· Project management
· Managing at a senior level
· Experience of leading performance management of staff
· Managing H&S
	
A R I

	Knowledge
	· Financial management and accounting procedures
· Schools Financial Value Standard (SFVS)
· Information management systems
· HR policies/codes of practice/legislation
· H&S policies/codes of practice/legislation
· Resource management and procurement
· Premises maintenance
· Personnel procedures and employment legislation
· A commitment to and an
 understanding of safeguarding responsibilities of all adults who work with children
	· School financial management and accounting 
· Understanding of using SIMS and FMS
	
 A R I

	Skills
	· Higher level IT skills
· Analytical skills
· Ability to use initiative, prioritise, meet deadlines
· Excellent interpersonal skills
· Effective communicator and presenter – orally and in writing
· Ability to lead and also to work as part of a team
· Ability to maintain a positive and professional demeanour
	
	A R I C

	General
	· Demonstrate a commitment to the school vision, aims and ethos, its community and the school improvement agenda
	
	A I




How to Apply

Please complete an application form (which can be found on the school website or by contacting the school office) and submit to the office or email recruitment@birchfieldprimaryschool.co.uk . 
Application form to be completed and returned to the school office by midday Monday 21st October 2024.


Recruitment and Selection Policy 
1	INTRODUCTION
	1.1 	The purpose of this policy is to set out the minimum requirements of a 				recruitment process that aims to:
· attract the best possible applicants to vacancies;
· deter prospective applicants who are unsuitable for work with children or young people;
· identify and reject applicants who are unsuitable for work with children and young people.
1.2 	In recruiting new members of staff we do not discriminate in terms of race, gender, ethnicity, sexual orientation or disability.

2	STATUTORY REQUIREMENTS
There are some statutory requirements for the appointment of some staff in schools – notably HeadTeachers and Deputy HeadTeachers. These requirements change from time-to-time and must be met.

3	IDENTIFICATION OF RECRUITERS
Subject to the availability of training, the school will ensure that at least one recruiter 
has successfully received accredited training in safe recruitment procedures.

4	INVITING APPLICATIONS
4.1	Advertisements for posts – whether in newspapers, journals or on-line – will include the statement: “The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. All successful appointments are subject to a satisfactory enhanced Criminal Records Bureau disclosure.”
	4.2	Prospective applicants will be supplied, as a minimum, with the following:
· job description and person specification;
· the school’s recruitment policy (this document);
· the selection procedure for the post;
· an application form.
· the school’s child protection policy will be made available on request.
4.3 All prospective applicants must complete, in full, an application form.

5	SHORT-LISTING AND REFERENCES
5.1 Short-listing of candidates will be against the person specification for the post
5.2	Where possible, references will be taken up before the selection stage, so that any discrepancies can be probed during the selection stage.
5.3	References will be sought directly from the referee.  References or testimonials provided by the candidate will never be accepted.
[bookmark: _GoBack]5.4	Where necessary, referees will be contacted by telephone or e mail in order to clarify any anomalies or discrepancies.  A detailed written note will be kept of such exchanges.
5.5	Where necessary, previous employers who have not been named as referees will be contacted in order to clarify any anomalies or discrepancies.  A detailed written note will be kept of such exchanges.
	5.6	Referees will always be asked specific questions about:
· the candidate’s suitability for working with children and young people;
· any disciplinary warnings, including time-expired warnings, that relate to the safeguarding of children;
· the candidate’s suitability for this post.
5.7       School employees are entitled to see and receive, if requested, copies of 
	 their employment references.

6	THE SELECTION PROCESS
6.1	Selection techniques will be determined by the nature and duties of the vacant post, but all vacancies will require an interview of short-listed candidates.
6.2	Interviews will always be face-to-face. Telephone interviews may be used at the short-listing stage but will not be a substitute for a face-to-face interview (which may be via visual electronic link).
6.3	Candidates will always be required:
· to explain satisfactorily any gaps in employment;
· to explain satisfactorily any anomalies or discrepancies in the information available to recruiters;
· to declare any information that is likely to appear on a DBS disclosure;
· to demonstrate their capacity to safeguard and protect the welfare of children and young people.

7	EMPLOYMENT CHECKS
7.1 All successful applicants are required:
· to provide proof of identity
· to complete a DBS disclosure application and receive satisfactory clearance
· to provide actual certificates of qualifications
· to complete a confidential health questionnaire
· to provide proof of eligibility to live and work in the UK 


8	INDUCTION

8.1	All staff who are new to the school will receive induction training that will include the school’s safeguarding policies and guidance on safe working practices.
8.2	Regular meetings will be held during the first 3 months of employment between the new employee(s) and the appropriate manager(s).
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