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! Robert Miles
P Infant School

Sc hool Business Manager
Salary: NJC Scale SO1 (points 29-31) £26,999 - £28,785 pro rata.

Contract Details: 22.5 hours perweek (Temm time only +2 weeks)

Closing Date: 1 April 2019
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Robert Miles
Infant School

Letter from the Head of Sc hool

DearApplicant,

We are seeking to appoint an outstanding candidate to lead and manage the school’sbusiness
including; finance, resources, premisesand health and safety.

The successful person will be enthusiastic, well presented and an excellent communicator who will
work alongside ouradmin assistants, will support our Senior Leadership team and liaise with central
servicesat Nova Education trust.

You will have:
e [Effective interpersonal skillsand the ability to workaspartofa team

e Excellentorganisation, analytical and problem solving skills with a ‘can do’ attitude

e Experience in managing expenditure

e Excellent numeracy and communication skills

e Ability to work under pressure and prioritise effectively

e Good working knowledge of MS Office and MIS systems

e Have orbe willing to worktowardsa Certificate in School Business Managementand/or
experience of the role in school

e A calm, caring and friendly mannerespecially when working with our children and families.

In retum we can offeryou:
e A fiendly, supportive and dedicated team of staff and govemors

e The opportunity to make a difference
e Personalised CPD opportunitiesthat will help you to realise your career potential

Robert MilesInfant Schoolisa 2 form entry infant school and ispart of the Nova Education Trust.
The school has strong links with the J unior School and with otherlocal Schools. The ethos of the

schooliscentred upon the motto “Work hard - Be kind”. This motto epitomisesthe entire staffs’

genuine commitment to coupling high academic expectation and achievement with a whole-
team dedication to pupils’ spiritual, moral, social and cultural development.

The staff team ismade up of a highly skilled group of teachers, teaching assistants, administrative
and site staff. In addition, a team of midday supervisors care forthe children at lunchtimes. There
is an on-site kitchen, which provides cooked meals under the separate management of a cook
supervisorand two support assistants.

We are committed to rigorous safeguarding proceduresand promoting the welfare of all children,
therefore thispostissubjectto an enhanced DBS check; please ensure thatthere are no gapsin
youremployment history that are not explained.

Visits to the school are wamly welcomed; please contact the school office to make
amangements.

Kind Regards

Linda Barbuti
Head of School

Robert Miles Infant School
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Application Details

Thank you foryourinterest in the school businessmanagervacancy at Robert MilesInfant
School. Furtherdetails of this post, the school and the Trust are included in thispack and
detailsof how to apply can be found below.

How to Apply

Should you wish to apply forthe post, please complete an online application form and
include a covering letteraddressed to Mrs. Linda Barbuti, which clearly demonstrates your
suitability for thisrole.

The online application form forthisrole islocated on the cument vacancies page of the
school website www.novaeducationtrust.net. Wherever possible, please provide email
addresses for your referees.

Closing Date
Please ensure yourapplication amvesby 10 a.m. on the closing date of Monday 01 April
2019

Interview
Interviews for the role will be held during the week commencing Monday 01 April 2019.

If you have not heard from uswithin 2 weeks of the closing date, please assume that
unfortunately, on thisoccasion, yourapplication hasnot been successful.

Safeguarding

Robert MilesInfant School iscommitted to safequarding and promoting the welfare of
children and young people and we expectall staff and volunteersto share this
commitment.

Robert Miles Infant School
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J ob Description

Key Responsibilities

1. To plan and deliveradministrative, financial and othersupport functions, as
detemined by the Head Teacher, to meet cument and future operational needs
of the school

2. Consult with relevant people and otherpartiesto introduce new technology or
improve existing technology fordifferent purposes

3. Communicate the strategy and relevant policies, including Data Protection for
use of technology acrossthe schooland actasdata champion within the school

4. To directand manage team membersto ensure that quality, perfformance,

standardsand deadlinesare achieved

To be responsible for quality assurance within the school's support functions

To undertake budget preparation and planning activitiesin support of the Head

Teacher/SLTand participate in regular meetings with Nova finance team

7. To develop systemsand processesto meetoperational needsand to ensure the
high quality of information held.

8. To lead the recruitment, selection and development of support staff

9. Resolve complexand contentiousissuesto ensure that effective support services
are maintained

10.To provide authorative advice and guidance to colleagues, govemors,
parents/carersand businesscontactswith regard to policies, processesand
services provided, including creating oradapting these where necessary to meet
the needsof the school

11.To manage personnel administration and issues on behalf of the school

12.To promote and safeguard the welfare of children and young personsforwhom
you are responsible and with whom you come into contact with during the
course of yourdutiesand responsibilities. Yourconduct must at all timesbe in
accordance with the school’'spoliciesand procedures

13.To report any causesforconcem relating to the welfare and safety of children to
the desighated person, and the head teacher, orif unavailable the designated
safeguarding govemorora member of the seniorleadership team

14.To attend safeguarding training asrequired by the school and maintain your
knowledge and understanding of your responsibility for safequarding children in
thisschool

15.Actasthe school’'sHealth & Safety Co-ordinator.

16.To oversee the keeping of logsand recordsin relation to the school site, updating
and maintaining information on the trust’'s Estate’s portal

17.Ensure the school’s written health & safety policy statementis cleary
communicated and available to all people

18.Ensure the health & safety policy isimplemented at all times, putinto practice
and issubjectto review and assessment at regularintervalsorassituations
change

19.Enable reqular consultation with people on health and safety issues

20.Ensure systems are in place to enable the identification of hazardsand risk
assessments

21.Ensure systems are in place for effective monitoring, measuring and reporting of
health and safety issuesto the Senior Team, Govemorsand where approprate
the Health & Safety Executive

o o
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22.Ensure the maximum level of security consistent with the ethos of the school

23.0versee the income and expenditure of breakfast and afterschool club and
oversee thatitis meeting it's OFSIED requirements.

24.Manage suppliersand contractorscompliance with financial and safety
protocols

25.Ensure the safe maintenance and securty operation of all school premises

26.Manage the maintenance of the school site, including the condition of the
building and service contracts

27.Ensure the continuing availability of utilities, site servicesand equipment

28.Follow sound practicesin estate managementand grounds maintenance.

29.Ensure a safe envionment forthe stakeholders of the school to provide a secure
environment in which due leaming processescan be provided

30.Ensure ancillary servicese.g. catering, cleaning, etc., are monitored and
managed effectively in accordance with contractual obligations.

31.Seek professional advice on insurance and advise the SLTon appropriate
insurancesforthe school and implement and manage such schemes
accordingly.

Robert Miles Infant School
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Person Specification:

J ob Title: School Business Manager

Qualifications Essential Desirable

Professional qualification and/orexperience in School v
Business Management

Excellent IT skills with a high level of proficiency in MS
Exceland competence in adapting to unfamiliar v
specialist software

<

Willingness to undertake CSBM if required

Experience and Skills

Experience of budgetary managementand control

Broad knowledge of finance and administrative systems
in @ team environment

Experience of motivating and leading staff

A working knowledge of facilites management

A working knowledge of Health and Safety legislation

Exceptional planning and organisational skills including
managing deadlines

ASIENENENERNEEN

Creativity with the ability to analyse problemsand
formulate different approachesleading to resolution

<

<

Ability to think, plan and act strategically

An understanding of school/public sector v
finance/resourcesprocessesand procedures

An understanding of school management issuesand v
the role of the goveming body

Excellent interpersonal skills, and written and verbal v
communication skills

The ability to consult and negotiate diplomatically with v
a wide range of individuals and organisations

Personal Athibutes

Able to remain calm, efficient and positive under
pressure

<\

An ability to use initiative, problem solve and prioritise
work

Confidence, enthusiasm and a positive outlook

High expectationsand a commitment to raising
standards of attainment of self and others

Actsasa role model to staff and pupils

Effective team memberand leader

Personal motivation and genuine passion to ensure
achievement

Commitment and understanding of equal opportunities

Commitment of safeqguarding procedures

AN ANEN RN ENEN RN AN

Reslience

In addition the successful post holderwillbe committed to the valuesand ethos of
the school

Robert Miles Infant School
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Overview of the Trust

Nova Education Trustisa dynamic and growing Multi Academy Trust based in the East
Midlands. OurTrust Group iscommitted to providing high quality education to all our
students, regardless of theirbackgrounds. Ourtrack record demonstrates our ability to
deliverourcore goal: achievement forevery child. Our portfolio of schoolscoversboth
secondary and primary phases, working in a range of contexts.

Ourvaluesare central to the positive ethosthat we develop throughout ourgroup of
schools. Thisapproach isfocused on securing successforall ourleamersand providing
them with the very best life opportunities.

We believe nothing ismore important than making a difference to children.

Safeguarding and Child Protection

The Trust and all its schoolsare committed to safeguarding and promoting the welfare of
children and expectsall staff to share thiscommitment. All new staff within the Trust will be
subjectto an enhanced DBS check.

Each school in the Trust hasa designated senior member of the leadership team who is

responsible for refemring and monitoring any suspected case of abuse. All members of staff
will receive training in line with our child protection policy.
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