
 

 

Lancashire County Council 
Role Profile - Operational Context Form 

 

Post title: School Business Manager 1 

Directorate: CYP  Location: Schools  

Establishment or 
team: 

St Mary Magdalene’s RC Primary   
Post number: 

      

Grade: Grade 7-8 
Staff  

responsibility: 
Yes Essential Car 

user: 
N/A 

To be responsible for the planning, development, monitoring and implementation of financial and 
administrative services within a school. 

 

Accountabilities/Responsibilities – appropriate for this post: 

JOB PURPOSE: 
 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. Effective use and deployment of resources is essential 
4. In the absence of the Head Teacher, take delegated responsibility for Financial and other 

decisions  
5. Plan and manage change in accordance with the school development/strategic plan.  
6. To lead and manage all school support staff  
General Duties::  

 Financial Resource Management 

 Administration Management 

 Management Information Systems & ICT 

 Human Resource Management 

 Facility & Property Management 

 Health & Safety 

Key duties: 

1. Prepare, monitor and administer a whole school budget. 

2. To undertake all business and financial management transactions relating to the budget, 
school resources, and prepare reports for approval by the Headteacher and Governors 
as required. Budget monitoring. 

3. To attend governors resource meetings and to provide financial input as required. 

4. To be responsible for maintaining the Schools Financial Values Standards (SFVS) in 
liaison with governors. 

5. To manage the school’s administrative function through planning, developing, designing 
and monitoring administrative systems and procedures. 

6. To manage SIMS and set up academic year.  

7. To ensure all required professional standards regarding the management of resources 
are achieved and maintained 

8. To manage and carry out efficient maintenance, development and operation of financial 
procedures for: 



 

 

 The ordering, processing and payment for all goods, services, subscriptions etc 
provided to the school 

 Maintaining an asset register 

 Preparation of invoices and collection of fees and other dues, instigating the 
necessary action for recovery of bad debts. 

 Banking of Income for both School Budget and Unofficial School fund 

9. Monthly reconciliation of schools financial records with those of the LA in the absence of 
any LA support. 

10. To be responsible for the Unofficial School Fund, including full auditable ordering and 
payment procedures, monthly reconciliation and coordination of the annual independent 
audit and preparation of statements of income and expenditure 

11. To negotiate, manage and monitor contracts, subscriptions and agreements 

12. To manage referrals and the administration of the complete school admissions process, 
including appeals.  

13. Management and operation of online payment system and school communications 
systems and software including visitor management software. 

14. To undertake all the Pupil Census, Staff Workforce Census & Diocese Census returns. 

15. To maintain the Single Central Record and ensure this is fully compliant with the DfE 
safeguarding guidance. 

16. To manage the facilities, including premises, lettings and liaise with external contractors. 

17. To assist the Headteacher and governing body with income generation activities and in 
promoting and marketing the school, including lettings  

18. To arrange the provision, analysis and evaluation of data, detailed reports and 
information to the senior leadership team, the governing body and outside agencies. 

19. To manage the administration of human resource requirements, processes and 
procedures. 

20. Oversee completion of relevant paperwork for staff appointments, changes to contracts, 
terminations and absence returns, Return to work process administration and other 
related forms 

21. Management of Safeguarding checks for new appointments, supply, student teachers 
and volunteers 

22. Maintenance of personnel records 

23. Oversee maintenance of pupil and staff data collection. 

24. To assist in the procurement process, including securing appropriate service contracts, 
licences and insurance.   

25. To prepare and submit bids for funding from outside agencies. 

26. To manage payroll, site learning, maintenance & grounds, 

27. To support the implementation of the school's health and safety policies as directed and 
assist the Headteacher to ensure that the school is fully compliant. Including Risk 
Assessments. 

28. To have responsibility for the effectiveness of administration and support the SLT in 
management and effectiveness of full support staff team. 

29. Responsible for the liaison and effective management with LCCG and the catering team 
in school 

30. To provide leadership and guidance to guide staff/direct as required. 

31. To have line management responsibility for the premises manager 

32. To oversee all aspects of premises Health & Safety 

33. To be a keyholder 

34. To liaise with contractors on major building projects, managing the schools response to 



 

 

on-site building 

35. To oversee the maintenance and repair of premises and fixtures and fittings. 

36. To oversee arrangements for school lettings 

Individuals in this role may also: 

     Undertake a PA role to the Headteacher or other senior member of staff. 

     Coordinate staff cover arrangements. 

 

 

Additional supporting information – specific to this post. 

Indicative knowledge, skills and experience 

 Working at or towards the Certificate of School Business Management (CSBM) or 
equivalent qualification. 

 Experience in administrative / finance roles. 

 Experience of HR administration. 

 Experience of safeguarding policies and procedures. 

 

Knowledge:  

Need to be authoritative on methods systems and procedures. Co-ordination of a team of 
employees whose tasks are broadly similar in basic objective, for example, finance, HR, 
administration. Planning typically weeks to months ahead. Skills of persuasiveness or 
assertiveness as well as sensitivity to the other person's point of view are often required to 
influence behaviour, change opinions or turn situations around, but debates can be won by 
presenting fact or evidence. This job will have a role in dealing with parents or pupils. 

 

Problem Solving: 

Because of changing priorities and differing situations the jobholder has the latitude to consider 
which among many procedures should be followed. Differing situations requiring the identification 
and solution within the area of expertise and acquired knowledge. 
Has a distinct supervisory role. 
 

Accountability: 

Working within already established precedents, policies and procedures. Working with given 
resources, but contributing to the long-term determination of what those resources will be in the 
future. Monitor a whole school budget of which the jobholder provides advice to others to make 
decisions. 
 

Prepared by: Bridget Parkinson Date: 05/11/2020 

 
 
The above form sets out the area of work in which duties will generally be focused, and gives an example of the type of duties 
that the postholder could be asked to carry out.  PLEASE NOTE that this is for guidance only.  Postholders are expected to be 

flexible and to operate in different areas of work/carry out different duties as required.        

 
Equal opportunities 

We are committed to achieving equal opportunities in the way we deliver services to the community and in our employment 
arrangements. We expect all employees to understand and promote this policy in their work. 

 
Health and safety   



 

 

All employees have a responsibility for their own health and safety and that of others when carrying out their duties and must co-
operate with us to apply our general statement of health and safety policy. 
 
Safeguarding Commitment  

We are committed to protecting and promoting the welfare of children, young people and vulnerable adults. 
 
Customer Focus 

We put our customers’ needs and expectations at the heart of all that we do. We expect our employees to have a full 
understanding of those needs and expectations so that we can provide high quality, appropriate services at all times. 
 
Skills Pledge 

We are committed to developing the skills of our workforce.  All employees will be supported to work towards a level 2 
qualification in literacy and /or numeracy if they do not have one already. 
 
 

Level One Purpose 
Supervises or co-ordinates a small team engaged in similar work to the role holder to 
deliver a highly focused School Service to meet well-defined, short term deliverables. 

Scope of Work 

Role holders at this level will be expected to oversee the day to day tasks and 
activities of a team, and may need to manage budgets if responsible for a large 
operations team.   They must be able to use judgment to deal with daily unforeseen 
problems, with limited guidance from superiors but within established and known 
procedures. Roles at this level are typically the first level of supervision or line 
management in the School, normally relating to routine support services.  They will 
generally have freedom over practical day to day decision-making within closely 
defined policies and procedural guidance. 

Accountabilities/Responsibilities 

 Co-ordinate the work of a team to ensure workflow is managed smoothly, that 
Council processes are properly implemented, and that outputs are accurately 
recorded. 

 Manage the performance of staff, following School policies and procedures e.g. 
sickness monitoring. 

 Identify and raise opportunities for improving procedures and processes within 
team or work area, to support the continuous improvement of services. 

 Act as a technical reference for the team, monitoring and providing guidance on 
escalated issues. 

 Train others in the use of equipment, systems or work methods in order to support 
the development of the team. 

 Manage a large budget, and/or influence decisions, to ensure appropriate 
resources are available to run the team or work area. 

 

Skills, knowledge and experience 

 GCSE or equivalent plus experience of working in a similar role OR specialised 
skills acquired through significant on the job experience  

 Comprehensive understanding of the work practices, processes and procedures 
relevant to the role 

 Experience of supervising staff, including ability to delegate and track performance 

 Experience of managing budgets and resources 

 Empathy and sensitivity to the needs of staff 

 Good written and verbal communication skills. 
 

In addition to the skills, knowledge and experience described, you may be required to 
undertake a lower graded role as appropriate. 

Performance Indicators 



 

 

 Delivery of specified results e.g. outputs, volumes. 

 Accuracy of team’s work 

 Achievement of short term milestones 

 Budgeted vs. Planned expenditure 

 Customer satisfaction (internal or external) and service level measures. 

 Work force indicators (turnover, timeliness, absenteeism, etc.) 
 

 
 


