
Cotton End Forest School
JOB DESCRIPTION



JOB TITLE:			Business and Facilities Manager 

GRADE:			BBU9

RESPONSIBLE TO:		Headteacher 

RESPONSBILE FOR:	Office and Facilities Team 	

JOB PURPOSE:	To oversee and support the day to day management of the school business functions including finance, health and safety, human resources, compliance and administration. To contribute to financial budget planning and monitoring for the school.

DUTIES AND RESPONSIBILITIES
Financial management

· To maintain accurate and complete records of all income and expenditure within the school budget, working at all times in accordance with the school’s agreed financial procedures. 

· To be responsible for all financial transactions, including all orders, invoices and cash received.

· To assist and contribute to the preparation of the annual budget, producing out-turn reports and carrying out year-end procedures as appropriate in liaison with a bursar. 

· To provide clear and concise information on relevant budget spends and to produce budget forecasts. 

· To monitor Learning Resources [E19] Budgets, produce reports for budget holders and to meet with the Headteacher on a half termly basis to discuss budget spending patterns. 

· To inform the Headteacher, of any areas of concern regarding specific budgets, spending patterns, likely overspend or any other concern regarding budgets, ordering or spending patterns.

· To oversee all financial matters with regard to school trips and visits, to keep records and accounts in accordance with statutory requirements. 

· To be responsible for all financial matters with regard to the Preschool, to keep records and accounts in accordance with statutory requirements, 


· To produce data and reports on school financial matters, as and when required, for the Headteacher and Governors. 

· To amend and update the finance manual and SFVS annually in liaison with the Office Manager, Headteacher and Governors.

· To undertake monthly reconciliation returns to the LA and ensure deadlines for submitting reconciliations and VAT returns are met


· To be responsible for Office and Facilities Management- including line management of office and facilities staff.

· Liaise with site staff to ensure the school follows sound practices in site and grounds maintenance.

· Maintain a file of all work undertaken by third party contractors in liaison with site staff.

Facility & Property Management:

· To oversee and manage all the school buildings (including furnishings), site and grounds including routine maintenance, service contracts and an annual plan to develop a strategic programme of refurbishment. 

· To ensure the supervision of relevant planning and construction processes is undertaken in line with contractual obligations.

· To be accountable for the safety, security and maintenance of the school site. 

· To be responsible for all building and construction projects.

· To manage the letting of school premises to external organisations. 

Health & Safety:

· To act as the school’s Health & Safety Co-ordinator and Fire Officer.

· To ensure the school’s written health and safety policy statement is clearly communicated and available to all staff and others, as required or requested.

· To ensure the implementation, and review of the school’s health and safety policy and be responsible for its communication to all staff and stakeholders.

· To ensure that the site team have systems in place to identify hazards and undertake risk assessments as required.

· To be accountable for the effective monitoring, measuring and reporting of health and safety issues to the SLT, Governors and, where appropriate, to the Health and Safety Executive.

· To lead on the Local Authority’s Health and Safety Audit ensuring that all information and documentation are up to date and available when required. 

· To be responsible for the review and updating of the Schools Major Incidents Plans.


Human resources
· To be responsible for the personnel administrative function in relation to new appointments, leavers and changes to contracts, liaising as necessary with personnel and payroll providers and ensuring that appropriate re-employment checks are undertaken (DBS etc). Ensure workforce census completed and returned in a timely manner.

· To ensure that overtime and monthly payroll are entered and recorded accurately. Any discrepancies identified, queried and amended before passing to Headteacher for authorisation.
· Ensure that recruitment, appraisal, disciplinary and grievance policies are administered in accordance with employment Advise on HR issues within school and liaise with the external HR provider

Other

1. Other administrative tasks which may be required from time to time

2. Maintain confidentiality at all times in respect of school related matters and to prevent disclosure of confidential and sensitive information

3. Undertake any other duties of a similar level and responsibility as may be required

Job descriptions will be reviewed annually at the time of the post holder’s annual appraisal but may be reviewed at any time.


Signed (Line Manager)	…………………………. 		Date	………………………...

Signed (Post holder)		…………………………. 		Date	………………………...
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