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Dear candidate, 
[image: NPP Photo headline 300x194]
Welcome to Pewsey Vale School.  I am delighted that you are requesting information for the post of Business Manager and I look forward to reading your application.

I am very privileged to lead Pewsey Vale School and am proud at what we can offer our students.

Pewsey Vale provides a supportive and challenging learning environment where all students are empowered to succeed. We are passionate about ensuring our students have access to the best opportunities which will help them achieve and prepare them for their future.

Our school community works together to ensure that all students reach their full potential in their academic and personal development.
 
I strongly believe in a holistic approach to education where personalised learning is at the forefront of a school’s vision. As a small school, we can facilitate this where every student is an individual. Our staff know each young person and their families very well; they encourage everyone to develop and flourish in all areas of school life and beyond.

Attracting the best staff is the most effective way of growing and if you have the passion to contribute to our school then we look forward to receiving your application.

[image: cid:image001.png@01D357AD.8B38CAB0]
Neil Pritchard
Head Teacher

Pewsey Vale School

We are a small, mixed 11-16 comprehensive school catering for students from widely varied backgrounds. We are a fully inclusive school and are passionate about empowering all students to succeed, and taking an active role in our local community enhances this.

Our core values are supporting students to be ‘Exceptional’, ‘Resilient’, ‘Innovative’ and ‘Aspirational’, ‘Themselves’ & ‘Successful’.

[image: ]As a single academy trust it is important for us to maintain our individuality and as a small rural school we pride ourselves on offering our students personalised learning experiences. Therefore it is vital that we embrace collaboration and build outwardly facing strategic partners. Through these partnerships we are able to build capacity that offers a myriad of opportunity for our school community to engage in, which will be of benefit to their schooling and life long learning. 
These partners currently include:
· Compass for Life
· Marlborough College
· Bitterne Park Teaching Alliance
· Education Strategy Partnership
· Thriving through Venture
· ParticipationPeople 
Ethos of Pewsey Vale School

Curriculum Statement
At Pewsey Vale School we offer a broad curriculum to all learners. This aims to stretch and challenge students whilst providing opportunities for a range of subjects to be studied. 
We wholeheartedly believe that all children should be given the opportunity to study all subjects in Key Stage 3, giving them the time to experience and develop the skills necessary to take on the challenge of GCSE courses when they join Year 10.

Core Values
[image: ]Our curriculum is underpinned by our core values of: 
· Exceptional
· Resilient
· Innovative
· Aspirational
· Yourself
· Successful

Our Ethos at Pewsey Vale School, is to provide a supportive and challenging learning environment where all students are empowered to succeed. We are passionate about ensuring that every child has access to the best opportunities which will help them achieve and prepare them for their future

Our school community works together to ensure that all students reach their full potential in their academic and personal development.

We believe that teaching needs to engage students and be challenging in a way that encourages them to take risks and endeavour to break through their perceived barriers. Our teachers have high expectations and students are supported in reaching these. We want our students to be resilient, creative and successful individuals.
We strongly believe in a holistic approach to education where personalised learning is at the forefront of our school’s vision. As a small school, we can facilitate this where every student is an individual. Our staff know each young person and their families very well; they encourage everyone to develop and flourish in all areas of school life and beyond.

Through bespoke collaboration with a range of partners and other organisations we endeavour to raise our students’ aspirations and significantly increase the opportunities available to them throughout their schooling and beyond. We endeavour to:

Secure development and achievements
· Provide opportunities for students’ personal development
· Allow students to achieve their personal best
[image: ]
Prepare students for “life beyond Pewsey Vale”
· Challenge, motivate, inspire and lead to a lifelong interest in learning
· Prepare students for further education whether academic or vocational and for the world of work

Promote active community involvement
· Ensure students are prepared for life in modern Britain
· Offer a wide range of quality extra-curricular opportunities for personal development
· Involve working with the community to promote local, national, and global awareness
Job Description
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Job Profile
Business Manager




	Role reports to:  Headteacher

	Date Prepared: 24th November 2021

	Job Title: Business Manager


	Grade: N 
£40,760-£42,683. Salary detailed is 1 FTE, but this role is 0.9123 FTE. Based on 41 working weeks, equating to 46.6 total paid weeks for less than 5 years continuous service.

	Job Purpose: 
Manage the administrative, financial, personnel and premises management functions within the school (to include Health & Safety). 

As a member of the Senior Leadership Team, report and advise on school finances.


	Main Duties: 
Leadership and Strategy
1.	Attend SLT (Senior Leadership Team) meetings and contribute at a strategic level with regard to financial planning, resources, staffing, personnel, and estate management – to include Health & Safety
2.	Ensure that the school makes the best possible use of resources through effective planning, including consideration of all financial implications. Understand the effects and implications of government policies, legislation and directives.
3.	Manage all groups of non-teaching support staff within the administrative, financial and premises management functions of the school. Ensure regular appraisals are conducted for all staff and that staff training is in accordance with identified development areas for staff and operational requirements
4.	Attend meetings of FinFac (Finance & Facilities), and other committees, as requested by the Headteacher
5.	Develop and/or adapt school policies to ensure compliance 
Financial Resource Management
6.	Lead the financial management of the school including responsibility for planning, preparation, monitoring and evaluation of budget, providing expertise in the long-term financial planning of the school.  
7.	Prepare school budgets, including the provision of accurate estimates, forecasts and projections in conjunction with the Head Teacher, Governors, FinFac committee and SLT
8.	Use the agreed budget to actively monitor and control performance to achieve value for money 
9.	Manage all income generating schemes including lettings.
10.	 Provide financial and budgetary information to the SLT and governors, as required.
11.	Be responsible for the computerised Financial Management System (FMS) ensuring that there is accurate recording data relating to the ordering, scheduling, receipting and payment of goods and services, ensuring that financial deadlines are met. 
12.	Be responsible for the provision of a payroll service for all staff.
13.	Be responsible for ensuring that the school, its staff, students and assets are covered by appropriate insurances and handling any claims that arise.
14.	Liaise and negotiate with providers of goods and services and third-party contractors in consultation with the Head Teacher, in accordance with Best Value Frameworks. 
15.	Monitor and control each department’s spending and advise departmental heads on budget planning and spending so as to ensure appropriate use of school funds and no overspends. 
16.	Prepare financial returns for the Department of further education (DfE), Local Authority (LA), Education and Skills Funding Agency (ESFA) and other local and central government agencies as required – Budget forecast, Academies Account Return, Annual financial Statements
17.	Manage all non-public funds including the production and presentation of the annual accounts to FinFac. Monitor all school bank accounts. Ensure appropriate security and authorization arrangements. 
18.	Submit monthly VAT returns
19.	Claim for grants and other income, as appropriate
20.	Preparation of financial information for year end statutory accounts and audit
21.	Co-ordinate at least 3 external Financial Control Assurance Reports (FCAR) per academic year and report back to Finance Committee
22.	Ensure compliance with Academies Financial Handbook and oversee the production and updating of school financial procedures in accordance with financial regulations and audit requirements
Administration Management
23.	Manage the whole school administrative function and lead all non-teaching support staff, including the school reception
24.	Define responsibilities, information and support for non-teaching staff 
25.	Review and improve administrative systems, as appropriate
26.	Benchmark systems and information to assess trends and make appropriate recommendations 
27.	Prepare information for publications and returns for the ESFA, LA and other agencies and stakeholders within statutory guidelines. 
28.	Be responsible for maintenance of a copy of school policies
29.	Daily use of FMS/SIMS/Access (Budget planning)
Human Resource Management  
30.	Lead on school Human Resource management matters 
31.	Co-ordinate the administration for all recruitment, teaching and non-teaching, ensuring that all staff are issued with contracts and amendments to contracts as appropriate
32.	Oversee the performance management, induction and training of all non-teaching support staff
33.	Oversee the payroll services for all school staff including the management of pension schemes and associated services. 
34.	Be responsible for obtaining all necessary clearances for staff, in particular with regard to child protection, and for ensuring that accurate records are kept 
35.	Ensure the school’s equality policy is clearly communicated to all staff in school 
36.	Ensure that all recruitment, safeguarding, performance management, staff development, grievance, disciplinary and redundancy policies and procedures comply with legal and regulatory requirements 
37.	Seek and make use of specialist expertise in relation to HR issues – Wiltshire HR support
38.	Ensure that staff returns are completed and all queries are reconciled.  

Premises Management  
39.	Lead on the management and maintenance of facilities 
40.	Oversee and manage building contractors on larger or more complex projects that fall beyond the scope of the Caretakers role.
41.	Ensure the supervision of relevant planning and construction processes are undertaken in line with contractual obligations 
42.	Manage the maintenance of the school site including the purchase and repair of all furniture and fittings 
43.	Ensure the continuing availability of utilities, site services and equipment 
44.	Ensure the safe maintenance and secure operation of all school premises to provide a secure environment for learning and work.  
45.	Monitor the letting of school premises to outside organisations and school staff, and the development of facilities for out-of-school use.
46.	Ensure appropriate insurance of the school staff and premises
47.	Report back to the Facilities Committee on a regular basis (termly)
48.	Prepare and submit premises based returns in a timely manner e.g.Land and Buildings Collection Tool (LBCT), Condition Data Collection (CDC2)


Health and Safety
49.	Act as the school’s Health & Safety Co-ordinator 
50.	Ensure the school’s written health & safety policy statement is clearly communicated and available to all people.  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 
51.	Enable regular consultation on health and safety issues by chairing termly meeting of the Health and Safety Committee
52.	Ensure systems are in place to enable the identification of hazards and risk assessments.  Develop and update the Critical Incident Plan and Business Continuity plan 
53.	Ensure systems are in place for effective monitoring, measuring and reporting of health and safety issues to the Senior Management Team, and appropriate Governing body committee 
54.	Arrange annual external H&S Audit utilizing specialist expertise from Wiltshire Council
Educational Visits
55.	Be the school’s Educational Visits Co-ordinator (EVC) (and undertake the necessary accreditation) and in this role ensure compliance with statutory regulations, health and safety requirements etc.
School Vehicles
56.	Be responsible for the maintenance of school vehicles, to include 13 week safety checks, MOT, Tax, Section 19’s and appropriate insurance.
Other
57.	Act as the Headteacher’s representative with regards to support staff issues and during the school holiday periods (including organisation of all routine tasks).
58.	Line Management responsibilities of support staff; Caretaker (1), Cleaning Team (7), Catering Team (2) Reception staff (2), Finance Manager (1)
59.	Act as Company Secretary for the Academy Trust, particularly with regard to ensuring compliance with statutory and regulatory requirements, keeping Trustees informed of their legal responsibilities.
60.	Participate in and develop professional networks, as appropriate (ESP, Education Strategy Partner)
61.	Support/co-ordinate GDPR, General Data Protection Regulations
62.	Step into support roles as a result of absence or school need
Supplementary Accountabilities:
1.	Comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
2.	Contribute to the development and implementation of the overall ethos/work/aims of the school
3.	Model high standards of professional conduct, acting with integrity and fairness at all times.
4.	Apply the principle of confidentiality both within and outside the academy.
5.	Act as a signatory on the school bank accounts.
6.	Undertake additional project work within the scope of the role when needed.
7.	Develop constructive relationships and communicate with other agencies/professionals.
8.	Participate in CPD (Continuing Professional Development) and other learning activities as required.
      





PERSON SPECIFICATION

	
	ESSENTIAL
	DESIRABLE
	EVIDENCE

	Qualifications
	Bachelors’ degree, 
or equivalent qualification in relevant discipline
	Hold other relevant qualification(s) (e.g. recognized accountancy qualification)
	Application form

Certificates at interview

	
	
	Hold (or working towards) specific School Business Management qualification(s), e.g. CSBM (Certificate of school business management), DSBM, ADSBM 
	

	Training
	Evidence of individual Continuing Professional Development (CPD)
	Evidence of participation in wider CPD events
	Application form

Interview process

	
	
	Safeguarding training and Safer Recruitment training
	

	Experience
	Proven experience of working in an equivalent professional leadership role
	Business Management experience in a school or similar environment
	Covering letter

Application form

References

	
	Involvement in recruitment processes
	Running of recruitment panels, including shortlisting.
	

	
	Experience of:
· Managing strategic financial plans
· Managing budgets, financial reporting, procurement and fixed assets
· Managing change projects
· Managing teams
· Managing HR
· Managing H&S
	Experience of managing at a Senior Management Team level

	

	
	Evidence of being a regular user of financial data, setting budgets and developing business and financial strategies 
	Experience of successfully writing bids and securing funding 

	

	
	Proven experience of managing complex projects to time 
	Proven experience in developing and implementing business plans 
	

	
	Proven experience of planning, monitoring and controlling resources
	
	

	
Knowledge and skills
	
High level of interpersonal and communication skills including negotiating, influencing and problem solving 
	
Understanding of promoting positive relationships with the wider school community
	
Covering letter

Application form

Interview process 

References

	
	Excellent numeracy and literacy skills
	
	

	
	Appropriate level of risk management, H&S, legal, contractual, security and confidentiality awareness. 
	
	

	
	High level of ICT and keyboard skills.  Highly proficient in use of Word, Excel and Outlook.
	Proficient in the use of SIMS (School information management system) and the budget planning tool, Access. 

	

	
	
	Understanding of school and / or education finance
	

	
	Knowledge of relevant policies, legislation and codes of practice
	Knowledge of educational policies and administration
	

	Personal Attributes
	Ability to think and act strategically
	
	Covering letter

Application Form

Interview process 

References

	
	Ability to interpret advice/statute and to devise policy/practice in the light of these
	
	

	
	Planned and organised 
approach 
	
	

	
	Proactive in terms of furthering their professional knowledge and skills 
	
	

	
	Tenacity, flexibility and the ability to work professionally under pressure, prioritising complex work and deadlines
	
	

	
	Ability to deal with sensitive issues in a calm, supportive and confidential manner.
	
	

	
	Ability to work accurately and methodically with attention to detail 
	
	

	
	Ability to work on own initiative and manage change 
	
	

	
	Committed, good humoured and calm 
	
	

	
	Ability to relate well to children and adults
	
	

	
	Able to attend meetings and events outside of normal working hours (e.g. governors’ meetings)
	
	

	Decision Making:
This role involves using discretion and initiative over a broad area.  The post holder will receive direction from the Headteacher, however in many areas the post holder will be the “expert”.


	Contacts and Relationships:
Headteacher
Governors
LA Officers
Contractors
Staff
Students
External agencies

	Creativity and Innovation:
This post holder has to produce strategic, creative and innovative solutions to meet complex business needs.  This post has a wide remit, which will require the understanding and interpretation of knowledge from a large pool of resources.



How to apply
[bookmark: _GoBack]Please complete the application form, along with the PVS Monitoring & Diversity form in compliance with Safer Recruitment Guidelines. CV’s will not be accepted

Potential candidates may contact Pewsey Vale School with any questions on 01672 565000 or email dcl@pewsey-vale.wilt.sch.uk

Pewsey Vale School is committed to safeguarding and promoting the welfare of children, and expects all staff to share this commitment. In accordance with our Safer Recruitment Policy we are unable to process applications without a fully completed application form. The successful applicant must obtain DBS clearance at enhanced level. 
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