    NUGENT
99 Edge Lane, Liverpool, L7 2PE

Tel:  0151 261 2000

Job Description and Person Specification

Job Title: School Business Manager
Accountable to:  Head of Finance
Responsible to: Principal
This post is primarily based at Nugent House School, Billinge 
37.5 Hours per week

52 weeks 
Nugent

The origins of Nugent date back to the 1800’s and the pioneering work of Father James Nugent (1822-1905) in relation to child welfare, relief from poverty and social reform. The work of Father Nugent had a dramatic impact on the lives of thousands of vulnerable people and his work continues to this day through Nugent. We are the social welfare arm of the Catholic Archdiocese of Liverpool. 

Today, Nugent offers a diverse range of support to adults and children in Merseyside through our schools, care homes, community and social work services and social enterprise. As a health and social care provider, we work at the heart of some of the most vulnerable and disadvantaged communities. We strive, not only to provide the best possible service to individuals and their families in these areas, but to generate interest, awareness and an understanding of the issues they face and the impact of this on our wider communities. 

Nugent supports on average 6,000 people each year. We are a major employer in the area, employing 650 staff and supporting 350 volunteers. We courageously advocate on issues of justice and fairness.

Our Mission: 
· To care, educate, protect and inspire those in need. 

· To be an employer of choice. 

· To be an advocate: A voice for the voiceless. 

Vision: 
· Our vision is be an entirely dignified & outstanding organisation by 2020. 

Our Values: iACCORD
· Integrity, Ambition, Courage, Compassion, Optimism, Respect and Dignity.

Nugent celebrates diversity in our organisation and in society as a  whole and is an equal opportunities employer welcoming all people with a positive view of age, caring responsibilities, gender, disability racial origin, religion, sexual orientation or socio-economic background.
1. RESPONSIBLE AND ACCOUNTABLE FOR:
1. Accountable to the Head of Finance

1. Reporting to the Principal of Nugent House School

1. Responsible for the line management of the Finance Administrator, Office Administrators, Maintenance and Domestic Staff.

1. Responsible for all employees in the aforementioned departments, some of whom work from dispersed locations. Additional direct and indirect reports may be added to the remit of this position.

2. COMMUNICATION

2. The Business Manager will keep the Head of Finance informed of all matters particularly those that would be of concern or risk that the Executive Leadership Team would need or want to be aware of.
2. The Business Manager will keep the Principal of Nugent House School and  Clarence High School informed of all matters particularly those that would be of concern or risk that the Principal and School Governors would need or want to be aware of.

2. The Business Manager will keep the Head of Assets and Facilities informed of all matters particularly those that would be of concern or risk. All work must be in alignment with pre-approved annual plans and following Nugent Policies and procedures and financial controls.

2. The Business Manager will keep the Registered Manager of Nugent House Care Homes informed of all matters particularly those that would be of concern or risk. All work must be in alignment with pre-approved annual plans and following Nugent Policies and procedures and financial controls.

2. He/she must ensure that staff accountable to him/her are kept informed of matters relating to their work.

3. PURPOSE AND OBJECTIVES – 
4.1 Ensure that the Charity has long term financial plans to achieve our strategy and vision.
4.2 Financial Management and Reporting - Ensuring there is an effective and proportionate risk management and control environment in place and that management information is timely and provides commercial insight to assure and reassure the Head of Finance and the Executive Leadership Team.
4.3 Business Planning and Projects - Ensuring strategic objectives are translated to detailed business plans and processes are robust so that the business can prioritise programmes and resource plan effectively to deliver our strategic objectives.

4.4 Commercial and Procurement - Ensuring commercial and contractual risk is properly managed and that the whole procurement lifecycle is managed to achieve best value.

4. RELATIONSHIPS

Close working relationships with:
4. Executive Leadership Team

4. Head of Finance

4. Principals of Schools

4. Registered Manager of Nugent Care Homes

4. Senior Leadership Team and Senior Operational Team

4. Direct Reports

4. Local Authority and Health Authority Finance Departments
5. KEY AREAS OF WORK
6.1 To be a member of the Senior Leadership Team at Nugent Schools and to represent Nugent regularly at both internal and external meetings.

6.2 Leadership and management of Finance and Business Management,  

6.3 Human Resources Management – school  policies and procedures (in consultation with Nugent HR Advisors); 

6.4 Management of non-teaching support staff, Asset and Facilities management in consultation with Nugent’s Head of Assets and Facilities. 

6.5 Health & Safety Management of the Schools.
6.6 Whole (s) administration Supporting Strategic Leadership and Management and with functions of central governance; 

6.7 Manage the disciplines of finance, human resources, ICT (in conjunction with the ICT Manager, premises management, whole school administration and marketing (with the Marketing and Communications Manager).  

6.8 Work closely and in effective partnership with schools governance, Local Authorities and key colleagues with regard to all above disciplines.  

6.9 In liaison with the Marketing and Communications Manager, manage marketing, publicity and communications, including the websites to enhance the school’s reputation. 

6.10 Generate income to enable and further the school’s aims  

6.11 Produce timely and fully costed proposals, for investment in new initiatives or capital assets, ensuring they are sustainable through long‐term financial plans  

6.12 Ensure an effective link between the school’s financial plan and the school’s improvement plan – necessary for meeting the standards required by auditors and to achieve sustainable improvement 

6.13 Understand the implications of government policies and educational trends and developments and relay this appropriately to the Principal and Executive Leadership Team.
6.14 Plan for and implement new initiatives as appropriate for the school  

6.15 Provide strategic support to the Principal on all aspects of the school’s business management.  

6.16 Ensure the school makes the best possible use of resources through effective planning, considering all financial and other resource implications  

6.17 Liaise with L&D to the training and development of non‐teaching staff 

6. Finance and Business  

7.1 In communication with the Principal and Head of Finance to lead on the 
financial aspects of any strategic projects aimed at achieving growth or 
compliance.

7.2
To be responsible for the preparation of appropriate financial reports for the 
Head of Finance and Executive Leadership Team, and to present such at 
meetings when requested. 

7.3 As and when lead the preparation of financial management documents, 
including financial plans, budgets and forecasts. Monitor and control the quality 
and cost effectiveness of services provided by the services under this remit to 
ensure high standards and value for money, including third tier suppliers and 
services.

7.4 In alignment with the Head of Finance ensure that all financial systems of 
Nugent comply with statutory legislation and Charity Commission requirements 
e.g. SORP 2005/FRS17 and Payroll legislation.  
7.5 Work with other finance staff to implement the financial decisions with Principal 
and Executive Leadership Team
7.6 Advise the Principal  on investment and financial policy, preparing appraisals for 
future projects and for the development of  a long term financial strategy for 
the future development of the schools  

7.7 Maximise income generation within the ethos of the school;  In conjunction with 
the Principal and Head of Finance,  create a detailed budget for the school;  

7.8 Use financial management information, especially benchmarking tools, to 
identify areas of relative spend, assess trends and opportunities for 
improvement and directly advise the SMT accordingly;  

7.9 Monitor and control income and expenditure in relation to the school  budget;  
Assist in the preparation of all financial returns for LA’s and other central 
agencies within statutory deadlines and standards;  

7.10 Provide leadership and guidance for relevant support staff, including direct line 
management responsibility for the caretaker/site manager and administration 
staff;  

7.11 Be responsible for the appraisal of the administration staff and the 
caretaker/site manager; 

7.12 Advise central governance on the policies needed to comply with all financial 
legislation and ensure they are in place.  

7.13 Maintain and develop all targets identified through School Financial value 
Standard inc. expenditure of pupil premium. 

8 Human Resources Management  

8.1 Be responsible for general HR matters in consultation with Nugent and HR 
support provider e.g. ensuring required pre-employment checks are carried 
out for new employees, dealing with staff queries about salaries, expenses, 
sickness and maternity procedures, disciplinary issues etc;  

8.2 Maintain confidential staff records, and ensure that staff records held in the 
school by others are kept confidential; Provide leadership and guidance for 
administrative and site staff.

8.3 Make sure that all safeguarding procedures are in place and adhered to, 
particularly in relation to the Single Central Record (CRB/DBS) and recruitment; 

8.4 Manage the policy review cycle through SMT and governance to ensure all 
school policies are up to date and adhered to;  Make sure that all HR processes 
and systems are legal, compliant with internal polices and best practice, and 
are efficiently undertaken;  Make sure that the Workforce Census is 
completed with HR.
9 Facility & Property Management  
9.1 Work with the premises staff (Caretaker/site manager) to implement the site 
decisions of the Principal and the Head of Assets and Facilities.   

9.2 Share responsibility with the Head of School  and Head of Assets and Facilities 
for the maintenance of the school and buildings, the preparation of 
maintenance schedules and the efficient operation of all facilities on the 
properties; 

9.3 Lead the planning and implementation of any new capital and refurbishment 
projects;  Work with the Principal and Head of Assets and Facilities’ to ensure 
that all contracts are maintained to the highest quality and provide the school 
with value for money; 

9.4 Maximise the use of accommodation in order to generate income; manage the 
lettings of the school to outside organisations.  
9.5 Negotiate, manage and monitor contracts, tenders and agreements for the 
provision of support services. 

9.6 Provide and document effective risk management, for example, in Health and 
Safety, and in the management of any third party service contracts.  

9.7 Prepare and maintain a disaster recovery/business continuity plan and ensure 
its compatibility with the management procedures of the school.

9.8 Advise and attend the Assets and Facilities meetings and Manage asset 
registers. 

10 Health and Safety Management  

10.1 Act as the school’s Health and Safety Co-ordinator and Fire Officer; Ensure fire 
practices and alarm tests are held regularly and recorded 

10.2 Ensure that all risk assessments and Health and safety procedures are in place 
prior to any off-site school visits or trips;  Ensure that the health and safety 
policy is implemented at all times and is subject to review and assessment at 
regular intervals or as situations change;  

10.3 Ensure systems are in place for effective monitoring, measuring and reporting 
of health and safety issues to SMT, Nugent’s Health and Safety Manager  and 
where appropriate the LA and/or the Health and Safety Executive;  Ensure the 
maximum level of premises security consistent with the ethos of the school and 
the charity; 

11 Whole School Administration  

11.1 Manage the administrative function including the administrative ICT facilities (in 
consultation with the ICT Manager); Ensure all records and pupil returns (e.g. 
PLASC), are kept up to date;  Provide for the preparation and production of all 
school records and publications; 

11.2 Be responsible for the provision of specialist advice and guidance to the SMT 
and governance on national and local guidelines/policy/statutes.
11.3 Interpret and apply matters of policy/ procedure/statute to ensure compliance 
and initiate any appropriate action necessary.  Any other relevant and related 
tasks within the pay grade, at the discretion of the Head of School.
12 RECRUITMENT AND SELECTION OF STAFF
Key tasks will include interviewing and selection of non-teaching staff, in accordance with Nugent policies and procedures.
13.
LEADERSHIP AND MANAGEMENT OF STAFF

Key tasks will include:-
13.1 
To be a positive role model, demonstrating alignment to our iACCORD Values 
and Behaviours.
13.2 
To support, coach and facilitate a positive working environment with your direct 
reports and indirect reports.
13.3 
To undertake probationary and annual appraisals, record the same and take 
necessary action.
13.4 
To establish and attend regular staff and team meetings.
13.5 
To share information and policy.
13.6 
To swiftly deal with matters of staff discipline/capability in accordance with 
Nugent disciplinary and or capability procedures.
13.7 
To authorise travel and subsistence allowances of staff accountable to him/her.
13.8 
To ensure staff time is used economically and efficiently.
14.
STAFF DEVELOPMENT AND TRAINING

Key tasks will include:-
14.1
To encourage and motivate staff to meet their maximum potential 
professionally, thereby ensuring good standards of service delivery.
15.
ADMINISTRATION 


Key tasks will include:-
15.1
To be familiar with and comply with Nugent policy of Health and Safety at Work 
and Fire Prevention Precautions.

16.
ADDITIONAL DUTIES

It is the nature of the work of Nugent, Liverpool that tasks and responsibilities are, in many circumstances, unpredictable and varied and may include weekend and evening working.  All staff are, therefore, expected to work in a flexible way when the occasion arises, when tasks not specifically covered in their job description have to be undertaken.  These additional duties will normally be to cover unforeseen circumstances or changes in work and they will normally be compatible with the regular type of work.  If the additional responsibility or task becomes a regular or frequent part of the member of staff’s job, it will be included in the job description in consultation with the member of staff.
17.
Information Governance & Code of Confidentiality

The Information Governance standards outline how employees must deal with personal information about employees, service users, corporate and finance information.  It is a requirement that all Nugent employees’, in the course of their work treat such personal data confidentially and comply with Nugent’s confidentiality policies.  A failure to comply with Information Governance standards may result in disciplinary action.

18.
EQUALITIES

Nugent affords all employees equal opportunities in employment irrespective of disability, gender, race, religion, age, sexuality, sexual orientation, marital status, parental status etc.  Nugent will ensure that discriminatory practices are identified and removed and non-discriminatory practices introduced in all areas of employment.

19.
NUGENT AND FUNDRAISING

Nugent is a Charity and as such relies on its good reputation and voluntary contributions and donations from members of the public, from grant making bodies and corporate sponsorship.

All employees of Nugent are expected to behave in a way that enhances the reputation and image of the Charity.  In addition staff are expected to be responsive to fundraising initiatives, attend public events whenever possible and generally take seriously their role in raising income for the Charity at every opportunity.

20.
BASIC PRINCIPLES
The post holder is expected to be familiar with and have regard to the Basic Principles of Nugent and work within that framework.   He/she must be prepared to operate within a Catholic Agency, but ensure that people of all denominations and religions have their spiritual needs met.
21. 
CONFIDENTIALITY

It is expected that all Nugent employees will understand that our work is confidential and that personal details about clients and their families should NOT be divulged to members of the public.

22. 
CONDITIONS OF SERVICE

Conditions of Service are set out in the Nugent Staff Handbook.
Nugent has a probationary period of up to 9 months.
PERSON SPECIFICATION

Job Title


School Business Manager
Establishment

Central Office

Qualifications

Essential
Qualified Accountant and a member of a professional accounting body, preferably with Associate status Recognised management/business degree or equivalent related professional qualification.




Desirable
School Business Manager specific qualification (DSBM, CSBM, ADSBM)
Membership of NASBM
Msc School Business Management
Experience/Knowledge
Essential
Manging strategic financial plans
Commercial experience
Managing Budgets, financial reporting, procurement and managing assets.




A sound knowledge of computerised financial 




accounting reporting systems





Managing Human Resources




Desirable




Understanding of the accounting and reporting 




by charities Statement of Operating Practice (SORP)





Background/understanding of the Not for Profit 




Sector/Charity Sector




Managing in an educational environment.





Managing Health and Safety

Skills & Abilities

Essential




Strong interpersonal skills




Able to lead teams and individuals




The ability to eloquently convey complex ideas





A good instinct for business




Strong analytic and problem solving skills





Able to work to tight deadlines
Able to use a range of ICT packages




Ability to organise and motivate staff/teams
Personal Qualities

Essential





A People Person
Ability to positively influence




Acceptance of responsibility and ability to use 



own initiative
Able to work under pressure

To be flexible with time
School Business Manager
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