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Job Description & Person Specification 

Job Title: School Business Manager and Senior Leadership Team (SLT) 

Support 

Grade: Scale 8 (Points 25-28)   

Based at: Kingswode Hoe School 

Responsible for: School Support Team/Staff as required   

Reports to: Headteacher 

Liaison with: School staff, pupils, parents/carers, outside agencies, SEAX Trust 

Job Purpose: • To operate, maintain and develop the administrative and financial 

procedures and systems of the school in co-operation with the other 

members of the Senior Leadership Team and the SEAX Trust 

• To co-ordinate efficient support services to the school. 

• To support the SLT with oversight of School Support Teams and 

financial/HR aspects of the role 

• To assist the SLT  in all non-teaching matters so as to contribute to 

the successful and effective operation of the school 

Principal 

Accountabilities: 

• To assist the Senior Leadership Team, ensuring that decision making is 

part of a shared process 

• To attend SEAX Trust, Academy Committee, Finance/Premises and 

Personnel Committee meetings, advising where appropriate 

• Promoting the school within the community 

 
Job Description: School Business Manager & P.A. to the Leadership Team 

School Business Manager and  

SLT Support 
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Duties: 

 
Financial 

In liaison with the SEAX Trust’s Business Manager, to monitor all accounting procedures and 

resolve problems, including: 

 

• Oversee ordering, processing and payment for all goods and services provided to the 

Academy 

• To administer and maintain the Academy Sales Ledger, ensuring production of invoices 

and debtor collection 

• Oversee administration and maintenance of the Academy Purchase Ledger, including 

production of bacs files and uploading to the bank portal 

• To administer and maintain the Charge Card Ledger, ensuring timely input of all charge 

card transactions 

• Oversee administration and maintainenance of the Staff expenses Ledger, ensuring 

timely input of all staff expenses 

• To ensure timely banking of all income, including online payments from the Arbor MIS 

• To maintain an inventory and to ensure that it is managed in line with SEAX Financial 

Regulations 

• To liaise with SEAX Trust Central Staff on all payroll matters and to assist the SEAX Trust 

Business Manager with data input for payroll related matters  

• To assist the SEAX Trust Business Manager in the preparation of financial returns for the 

EFA, LGPS, TPS and other central and local government agencies within statutory 

deadlines  

• To assist the SEAX Trust Business Manager and the Leadership Team in preparation and 

presentation of the annual budget for approval by the governing body and SEAX Board  

• To monitor and advise the Leadership Team on all grants from EFA, ECC and other 

providers  

• To monitor accounts against budgets.  To produce monthly management reports and 

report on the financial state of the Academy to the LGB, Leadership Team and SEAX 

Trust Business Manager 

• To ensure that monthly accruals are raised for salaries, creditors, debtors, payments and 

receipts in advance 

• To liaise with the SEAX Trust Business Manager regarding procurement, enabling best 

value, assisting with any issues arising from the monthly VAT returns submitted at Trust 

level advising on GAG and LA income and assisting with communications regarding 

funding 

• To work with the SEAX Trust Business Manager to manage and monitor contracts, 

tenders and agreements for the provision of support services, ensuring best value across 

the Trust 

• To assist with the production of a Business Continuity Plan for the Academy  

• To assist with the production of an Academy-based risk register, to be annexed to the 

SEAX Trust Risk Register 

• To attend regular SEAX Trust Business meetings, ensuring all training and guidance is 

passed on to relevant school-based staff and instigated as directed  

 

 

 

 



 

Page 3 of 7 
SBM&PA/Mch20 
 

Premises 

In consultation with Site Staff, SLT Premises Lead and the SEAX Trust’s Business Manager: 

• To be responsible for the letting of the school premises to outside organisations and 

school staff, with particular reference to the local community 

• Oversee the purchase, repair and maintenance of all furniture and fittings 

• To support the SEAX Head Office in the procurement of goods and services at a 

central level, and to manage smaller contracts that are school led 

• To maximise income generation and energy saving within the ethos of the school 

• Assist SLT to oversee financial planning for the maintenance of the school site, 

buildings and operations 

 

Catering 

• To manage the school’s catering facility, including preparing and monitoring budget, 

preparing monthly and year end Trading Accounts, monitoring menu preparation and 

general administration of school meals 

• To line manage the Catering Manager and, in conjunction with the Catering Manager, 

other catering staff, to ensure all Health and Safety regulations and food standards 

are met 

 

Human Resources 

In liaison with the SEAX Trust’s Director of HR and school HR Manager, to monitor all 

personnel issues and resolve problems, including: 

 

• To liaise regularly with the SEAX Trust HR Manager for personnel matters relating to 

all Academy-based staff  

• To maintain confidential staff records and to ensure that records are shared 

appropriately with SEAX Trust central staff as required 

• To ensure that all HR matters are managed in accordance with SEAX Trust procedures 

and policies  

• To oversee maintenance of the Single Central Record for the Academy to an exacting 

level, ensuring procedures are followed rigorously at all times  

• To administer the job application procedure in conjunction with the HR Manager and 

SEAX Trust HR Manager, including interview arrangements  

• To check administration of the pre-employment checks’ procedure for staff, including 

the DBS process, the probationary and induction procedures, in close conjunction 

with the HR Manager and SEAX Trust HR Manager  

• Liaise with the HR Manager and oversee administration associated with the 

appointment, allocation and resignation of staff including pre-employment checks, 

payroll documentation, contracts and all probationary and induction procedures 

• To liaise with the HR Manager and SLT to administer the staff PMR procedure, 

ensuring practices remain timely and are recorded appropriately  

• To ensure that all staff absences/holiday, overtime, sick pay and final pay calculations 

are recorded accurately and promptly on the appropriate database 

• To provide regular reports and notifications to the SEAX Trust HR Manager in respect 

of all HR matters 

• To liaise with HR Manager and SLT to oversee administration of staff ‘Return to Work’ 

Meetings, following absence and all necessary risk assessments, including maternity, 

in a timely fashion  

• To administer the staff ‘Leavers’ system  
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• To maintain the Academy database in respect of Personnel records including absence 

and training  

• To monitor the Visitor Policy, working closely with other members of the admin staff 

to ensure compliance is upheld at all times  

• To liaise with the Network Manager who will be responsible for the administration of 

VDU assessments 

• To assist SEAX central staff with Teachers’ & LG Pension Scheme arrangements 

• To administer personnel returns to the DfE and other regulatory bodies, including the 

annual HR Census 

• To line-manage staff as required, ensuring that professionalism and efficiency remain 

a constant within the staff team at all times  

• To be responsible for the professional development, appraisal and training of all 

administrative, catering and site staff 

• To attend regular SEAX Trust H.R. meetings, ensuring all training and guidance is 

passed on to relevant school-based staff and instigated as directed  

 

 

Administration 

• To provide for the preparation and production of all schools correspondence, records, 

policies and publications 

• To ensure that the SEAX Trust policies (whole Trust policies) and local school policies 

remain current and available to staff 

• To be responsible for obtaining the necessary licences and permissions and ensuring 

their relevance and timeliness 

• Oversee the systems and general management of the school’s administrative and 

financial computer network, the implementation of appropriate Management 

Information Systems and the full computerisation of the administration accounting 

and record systems, including desk top publishing, acting as System Manager for the 

administrative computer network 

• To manage the content and updating of the school website, ensuring it remains 

current and compliant 

• To support the SLT in preparation for Ofsted and monitoring visits 

• To handle all other matters relating to the administrative nature which may arise 

 

Senior Leadership Support 

• To act as personal and confidential Personal Assistant to the Headteacher and wider 

Senior Leadership Team (SLT) 

• To deal with correspondence, attending meetings etc, on behalf of the Headteacher and 

SLT, including the compilation of letters, reports and emails 

• To undertake telephone calls and face-to-face meetings on behalf of the Headteacher 

and SLT when required 

• To take and produce accurate minutes in a range of different meetings 

• Oversee the management of the school on-line diary in liaison with the Office Manager, 

ensuring it remains accurate and is kept up to date 

• To act as an advocate for the school at all times and a role model to other staff and 

pupils, ensuring all tasks are undertaken in a timely, professional way and with a ‘can do’ 

attitude 
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General Duties 

• Establish constructive relationships and be supportive of, and sensitive to, the needs of 

colleagues, pupils and the wider school community 

• Encourage interaction and teamwork within the school and Trust; attend relevant 

school meetings, as required, share ideas and new initiatives  

• Respect confidentiality and maintain professionalism at all times 

• Actively engage in relevant training opportunities, taking responsibility for own 

professional development 

• Participate in the performance and development review process, taking personal 

responsibility for identification of learning, development and training opportunities in 

discussion with line manager 

• Contribute to the overall ethos, work and aims of the school and Trust 

• Comply with all School and Trust policies and procedures, including the Code of 

Conduct and those relating to child protection, equal opportunities, health & safety, 

confidentiality and data protection, reporting concerns to an appropriate person. 

 

 

The duties above are neither exclusive nor exhaustive and the post-holder may be required 

by the Headteacher to carry out appropriate duties within the context of the job, skills and 

grade. 

 

The SEAX Trust and all of its academies are committed to safeguarding and promoting the 

welfare of children and young people and expects all staff and volunteers to share this 

commitment.  The successful candidate will be required to complete a Disclosure & Barring 

Service (DBS) application, medical checks and references.  

 

This job description will be reviewed annually and may be subject to change or modification 

at any time after consultation with the post-holder.  It is not a comprehensive statement of 

procedures and tasks but sets out the main expectations of the Trust in relation to the post-

holder’s professional responsibilities and duties.  

 
 

Person Specification: School Business Manager and P.A. to the Leadership Team 

 

Qualifications & Experience 

Detail  Example Desirable 

Specific 

qualifications & 

experience 

Successful experience of administrative work in a busy 

school environment 

Educated to NQF Level 4 or equivalent 

Relevant business, financial and/or HR qualification  

 
 

 
 

 

 

 

Knowledge of 

relevant Procedures 

Full knowledge of school policies and procedures  

Understanding of School environment 

 
 

( ) 

Literacy  Excellent reading and writing skills   
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Numeracy Excellent numeracy skills and an ability to undertake 

minutes and complex calculations 

  

Technology Ability to use photocopier 

Ability to use word processor, databases and other IT 

applications 

 
 

 

 

Communication 

Written Ability to complete detailed reports, forms and letters   

Verbal Ability to exchange verbal information clearly and 

sensitively with children and adults 

 
 

 

Languages Overcome communication barriers with children and 

adults 

  

Negotiating Ability to consult with colleagues in an effective way   

Working with Children & Others 

SEND Good Understanding and support the differences in 

children and adults and respond appropriately in 

relation to the role  

  

Child Development Good understanding of the general aspects of child 

development 

Ability to assess progress and performance 

 
 

 

 

Health & Wellbeing Understand and support the importance of physical and 

emotional wellbeing   

  

Curriculum  Good understanding of the learning experience 

provided by the school in relation to the role 

  

Behaviour 

Management 

Understand and implement the school’s behaviour 

management policy    

  

Relationships Ability to establish rapport and respectful and trusting 

relationships with children, their families and carers and 

other adults 

 

 

 

Team work Ability to work effectively with a range of other adults 

Ability to prioritise workload, delegate and work on own 

initiative 

 
 

 

Working with 

partners 

Understand the role of others working in and with the 

school 

 
 

 

Information 

 

Know when, how and with whom to share information  

Ability to provide timely and accurate information 
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Responsibilities 

Organisational skills Good organisational skills 

Ability to work accurately with strict attention to detail 

Ability to remain calm under pressure 

 
 
 

 

Line Management Ability to lead and motivate a team in a positive and 

successful way 

  

Time Management Ability to manage own time effectively 

Demonstrate a flexible approach 

 
 

 

Creativity Demonstrate creativity and an ability to resolve routine 

problems independently 

  

General 

Equalities Demonstrate a commitment to equality   

Health & Safety Good understanding of Health & Safety   

Child Protection & 

Safeguarding  

Understand and implement child protection and 

safeguarding procedures 

  

Confidentiality/Data 

Protection 

Understand procedures and legislation relating to 

confidentiality 

Understanding and implementation of the Trust’s Data 

Protection Policies 

 

 

 

 

CPD Demonstrate a clear commitment to develop and learn 

in the role 

Ability to effectively evaluate own performance and 

share knowledge with others  

 
 

 

 

 


