WINDMILL HILL PRIMARY SCHOOL

Job Description – Business  Manager
Hours  -    37
Main Duties and Responsibilities.

FINANCE  - SCHOOL
Monitor budget expenditure and record on computer using FMS 6 and Excel programs to provide the Head Teacher and Governors with financial information to enable them to make decisions concerning budgetary plans.

Take part in yearly budget setting and half yearly reviews as well as monthly review meetings with Head Teacher.

Monitor all aspects of school's expenditure to ensure efficient use of the      school's resources and to comply with the authorities financial regulations. 

Responsibility for Liaising with the Education Management Consultants on everyday matters arising for Personnel/Payroll/Finance. 

Completion of and submitting monthly timesheets to Payroll provider adhering to deadlines. Checking payroll information upon receipt of payroll data and liaising with payroll provider whenever necessary.

Operation of the Cheque Book Bank Account.  Liaising with Bank Officials.  Reconcilation of Bank Statements and School Financial Records.

Submitting monthly reconciliation report of all income and expenditure

to Halton Borough Council.

Use office computer to record all financial information, reports, correspondence, policy documents, timetables, and pupil records.  To continue to develop I.C.T. skills to encompass new hardware and software.

Control the collection, banking and disbursement of all official monies in school to ensure they are accounted for in accordance with financial regulations.

Administer the school fund.  Arrange for the banking of all 

monies.  Prepare documents and ledgers for submission to Independent 

Auditor.

To arrange all community bookings, collect and bank all booking fees, issue receipts, maintain records.  Liaise with community workers and group leaders. 

Pupils,  Staff, Parents & Community

Liaise with Admin Assistant to ensure the smooth running of the school office on everyday matters.

Adopt a public relations role with staff, parents, pupils, governors, the           community, external agencies and the L.A. on behalf of the Head Teacher to foster and maintain good relationships for the benefit of the school. 

Provide secretarial and clerical support for Head Teacher using information    technology to make the best use of management time. Maintain a professional and strictly confidential manner with regards to all information, including compliance with all aspects of  Data Protection.
Be responsible for the collection, checking, maintenance, input and the retrieval of data relevant to pupils numbers, staffing, payroll and pupil records to enable accurate decision making and up to date information to be available to the Head Teacher, Governors, L.A. and other authorised agencies, meeting management and statutory requirements.

Liaise with contractors/visitors on site, ensuring the school security policy is adhered to. 

Recording of all pupil test results in Sims Data Manager, Key Stage Manager, and Assessment Manager for submission to the L.A.

Produce the Termly PLASC report for submission to the L.A and DCSF.

Keeping up to date staffing records on Sims to enable the annual Workforce Census to be  submitted to the L.A and DCFS.

To Produce agenda for the Governors Finance meetings and produce minutes.
