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	Sheffield South East Trust
JOB DESCRIPTION

	Sheffield South East Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

	SCHOOL
	Acres Hill Community Primary & Nursery School

	POST TITLE
	SCHOOL MANAGER

	ROLE PROFILE
	BS4S

	JOB NUMBER
	

	GRADE
	7

	RESPONSIBLE TO
	HEADTEACHER, SSET CFO, TRUST BUSINESS ADVISOR

	RESPONSIBLE FOR
	ADMIN STAFF & BUILDINGS SUPERVISOR

	HOLIDAY AND SICKNESS COVER
	

	PURPOSE OF JOB
	TO POSITIVELY AND ACTIVELY CONTRIBUTE TO WHOLE SCHOOL IMPROVEMENT THROUGH EFFECTIVE LEADERSHIP AND MANAGEMENT AND CO-ORDINATION OF THE ADMINISTRATIVE, FINANCIAL AND RESOURCE PROVISIONS WITHIN THE SCHOOL TOGETHER WITH THE UPKEEP OF THE LEARNING ENVIRONMENT, WORKING WHEN APPROPRIATE WITH OTHER AGENCIES.


	RELEVANT QUALIFICATIONS
	Accounting/Finance qualification at level 3 or above (or equivalent experience)
Certificate in School Business Management (desirable)


	JOB DESCRIPTION FOR POST OF:-  SCHOOL MANAGER

	

	SPECIFIC DUTIES AND RESPONSIBILITIES


The person appointed will be expected to carry out the responsibilities listed below in conjunction with other people as appropriate, in a manner that is in keeping with the school’s aims and ethos by promoting and developing a culture to ensure diversity within the school community is recognized by actively promoting anti racist and anti oppressive practice.

FINANCE AND PROCUREMENT
Ensure the effective management, reporting and recording of the school’s finances, including budget planning, monitoring, control and communication of financial information for decision making.

Procure goods and services on a value-for-money basis (economy, efficiency and effectiveness) to support education delivery within the context of regulatory frameworks and legislation.

· Work with the Headteacher and SSET finance staff in the preparation of an annual budget for approval by Governors and Trustees
· Oversee and  monitor the budget and actual expenditure and provide regular reports to the Headteacher, Governors and SSET Financial Controller and CFO
· Suggest ways of effecting budget efficiencies
· Be thoroughly conversant with the Academies Financial Handbook, SSET Scheme of Delegation and Financial Procedures
· Ensure effective and efficient financial and accounting procedures are in place and implemented

· Provide costs analysis as required and maintain statistical records

· Scrutinise statements and authorise invoices for payment

· Monitor the budget and provide information to budget holders as and when required

· Ensure that month end procedures are completed in a timely manner

· Become conversant with and competent in the use of HCSS Accounting and Budgeting software

· Ensure that computer files concerning financial resource matters are accurate and are securely maintained

· Ensure the correct administration of all external funds

· Prepare information for audit as requested by the auditors

· Work with the Headteacher to ensure efficient and effective financial procedures in relation to the school’s lettings programme where applicable
· Manage the administration of payroll and liaise with the school’s payroll provider as necessary

GENERAL MANAGEMENT AND ADMINISTRATION

Lead develop and co-ordinate support services to support outcomes for pupils across the school. 

· Develop and maintain efficient administrative systems

· Where appropriate incorporate the use of IT systems and within the finances available ensure these are upgraded as and when necessary

· Oversee the development and maintenance of efficient procedures for the ordering and maintenance of school basic stock, including that for use in the offices and in classrooms

· Oversee the development and maintenance of efficient pupil record keeping systems

· Provide the key point of contact with other external users of the premises

· Ensure that notice of meetings for governor committees and associated paperwork are sent to committee members

· Ensure that assessment data is recorded accurately and submitted to the LA/DFE in accordance with deadlines

· Ensure timely completion of returns to the DFE e.g. school census, workforce census

HUMAN RESOURCES
Work with the Headteacher to manage Human Resources, ensuring regulatory and legal compliance. 

· In co-operation with the Headteacher ensure the implementation of regulations to comply with legislation concerning the employment of staff.

· Maintain school personnel records including electronic records
· Maintain the Single Central Record of ID and DBS checks for staff, volunteers, students etc

· Provide line management for administrative staff

· Provide line management for the Buildings Supervisor

· Provide training and continual guidance to familiarise all administrative staff with agreed procedures and working practices

· Impart special skills and knowledge to other colleagues as appropriate

· Participate in the system of appraisal and performance management and undertake any necessary personal training and development

· Be responsible for the administration of supply teachers.

PREMISES AND HEALTH & SAFETY

Ensure the fundamental facilities and services necessary for the school to function are maintained in to drive sustainability, support teaching and learning, assist in expansion and support community engagement.
In co-operation with the Buildings Supervisor oversee Health and Safety with regard to statutory obligations for the site ensuring compliance with all regulations and codes of practice in the provision of a safe and healthy working environment.
Contribute to the completion of risk assessments and liaise with the schools Health and Safety Provider as necessary.
GENERAL RESPONSIBILITIES

· Comply with, and assist with the development of, policies and procedures relating to child protection, health and safety, confidentiality and data protection – reporting all concerns to an appropriate person
· Be aware of, and ensure, equal opportunities for all
· Contribute to the overall ethos and aims of the school

· Develop constructive relationships and communicate with other agencies/ professionals

· Share expertise and skills with others, impart special skills and knowledge to other colleagues as appropriate

· Recognise own areas for development and proactively seek to address them
· Any other duties and responsibilities appropriate to the grade and role

Person Specification
	School Manager    
                Essential
	Desirable 
	Source of Evidence 

	EDUCATIONAL AND PROFESSIONAL QUALIFICATIONS 

	GCSE English and Maths grades A-C or equivalent 

Accounting/Finance Qualification – Level 3 or above or equivalent experience
Accounting/Finance Qualification – Level 4 or above 

Certificate in School Business Management

ECDL, Microsoft Office Specialist (MOS) or equivalent in Microsoft Word and Excel
	√

√


	√

√
√
	AF 
AF/Task
AF

AF

AF

	EXPERIENCE 

	Experience of working within an administrative financial role. 
	√
	
	AF/IV 

	Experience with financial packages and Microsoft Office (particularly Word and Excel). 
	√
	
	AF/IV 


	Experience of working in a school
	
	√
	AF/IV 

	Experience of leading a team
	
	√
	AF/IV

	SKILLS/KNOWLEDGE/ABILITIES 

	Understanding of double entry bookkeeping and basic accounting principles.
	√
	
	AF/IV/TASK

	High level of attention to detail 
	√
	
	AF/ IV 

	A self-starter, able to work on own initiative and use own judgement to problem solve. 
	√
	
	AF/ IV 

	Understands and analyses data and information to identify options and make recommendations.
	√
	
	AF/ IV

	Excellent verbal and written communication skills 
	√
	
	AF/ IV 

	High standard of numeracy skills 
	√
	
	AF/ IV 

	Excellent organisation and planning skills 
	
√
	
	AF/ IV 

	Ability to prioritise workload and meet deadlines. 
	√
	
	AF/ IV 

	Intermediate level of understanding of Microsoft Excel and Word 
	√
	
	AF/ IV/TASK 

	A knowledge and understanding of the Health and Safety as applicable to this role. 
	
	√
	IV 

	A knowledge and understanding of the requirements of safeguarding in the education sector as applicable to this role. 
	
	√
	IV 

	OTHER 

	Flexible and can-do approach to work.
	√
	
	IV 

	A commitment to the aims and values of SSET. 
	√
	
	IV 

	A commitment to own and others professional development, including proactively seeking opportunities to develop skills.
	√
	
	IV 

	A commitment to maintaining the highest professional standards at all times. 
	√
	
	IV 

	Resilient – able to overcome challenges and recover quickly from them.
	√
	
	

	Collaborative – works inclusively and effectively with internal and external stakeholders.
	√
	
	


