SOUTHEND HIGH SCHOOL FOR BOYS

[image: image2.emf]
RECRUITMENT
INFORMATION PACK
building on success
‘Pupils are proud to be here’ (Ofsted)

[image: image3.wmf] 

SOUTHEND HIGH SCHOOL FOR BOYS

Prittlewell Chase 

Southend-on-Sea

Essex SS0 0RG

0844 477 1752

Fax: 01702 300028

E-mail: gd@shsb.demon.co.uk
ROLL 1034; 292 (including girls) in the Sixth Form
School Business Manager
Salary Commensurate with Experience and Qualifications
We are a hugely oversubscribed school, complimented by our last outstanding OFSTED inspection on many aspects, including our forward vision, achievements and success in promoting good pupil attitudes and behaviour. 
We are looking for a Business Manager to manage, advise and oversee; fund generation, finance, premises and administrative operations. 

You will be a member of the Senior Leadership Team and will need to be a strategic thinker, able to demonstrate the drive, capacity and determination to succeed in this challenging and wide-ranging role.  A relocation support scheme may be available.
Come and be part of this outstanding school!

Please download information and application pack from our website @ www.shsb.org.uk
Closing date:  6th February 2012
January 2012
Dear Applicant

Post:
School Business Manager
Thank you very much for viewing this recruitment information pack. The school and the governing body are committed to providing a high quality service.  We recognise that this can only be achieved through the recruitment and retention of competent, motivated employees who are suited to and fulfilled in the roles they undertake

The governing body is committed to equal opportunities and our aim is to ensure that all applicants receive clear and useful information about the post and our school.  We hope therefore, that the following information is of help to you in deciding whether to apply for this post.  If you wish to apply for the position please download the application pack on the left of this webpage.

The guidance notes, included in the application pack, are intended to assist you in making your application and it is important that you read them before completing the application form.

If you are unclear about any aspect of the application procedure, please do not hesitate to telephone Mrs Gill Duggins on 0844 576 8658.

Key information about the application process, covering the following areas, is enclosed in this pack:


Job Description


Person Specification
Guidance notes

Application Form

Equal Opportunities



     These are in the Job Application pack 


Summary of Child Protection Procedures

   
 click to open


Completed application forms should be returned to Mrs G Duggins at the above address by 06/02/12.  

Any response will be by email therefore please include your contact email address together with an email address for referees where possible.
For economy reasons we will not be writing to those applicants who are not shortlisted.  Therefore, if you do not hear from me within four weeks of the closing date you should assume that, on this occasion, your application has been unsuccessful.

Yours sincerely
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Robin M Bevan

Headteacher
Information about the school

Southend High School for Boys is an ‘Outstanding’ school (Ofsted 2009) and is one of four selective schools within the Borough of Southend.  It is situated thirty miles from London on the Thames Estuary and is close to main road and rail links from London, and to Chelmsford and Cambridge.

The school was founded in 1895 and provided the first secondary education within the Borough of Southend-on-Sea. It moved to its present spacious site on Prittlewell Chase in 1939.

Southend High School for Boys is an Academy Grammar School. Entry is dependent upon performance in selective tests set by the Consortium of Selective Schools in Essex (CSSE).

In 2001 the school became a Language College, promoting modern foreign languages both inside and outside the curriculum as well as within the local community. It was a founder member of Southend Excellence Cluster, supporting and collaborating with nearly thirty primary and secondary schools. In 2006, as a high-performing specialist school, we were invited to become a Leading Edge school, promoting innovation in teaching and learning in liaison with partner schools. The school is strongly committed to supporting staff in their educational research and gives time allowances for this.
The school continues to place a special emphasis on curriculum development and outreach, not least as a lead partner in Southend Education Trust working closely with more than fifty local schools. 

The school offers an extensive range of extra-curricular activities and has an excellent reputation locally for its music, science and drama. All pupils and staff are encouraged to get involved and to follow their interests and share their passions with others; hence, we have activities ranging from the debating society to Warhammer!

The 1036 pupils on roll, of whom 290 (including girls) are in the Sixth Form, benefit from modern and updated specialist facilities.  In September 2005, our new Sports & Music Centre was opened, which comprises a 5-court sports hall, a recording studio and music practice rooms and in July 2007 we completed building our new Drama Studio. Further investment has been made in ICT resources with an upgrade of three computer suites as well as a number of classrooms having interactive whiteboards and/ or projectors (every department has the use of interactive whiteboards and projectors). The main school’s admission number each year is 150, split into six forms of 25. In the Sixth Form the admission number is approximately the same and we welcome the contribution that our new entrants make to the school. At present there are 40 girls in the Sixth Form. The present teaching staffing complement is 69 full-time equivalent, with 39 support staff (full and part-time), who support teaching and learning in various capacities. Currently the school operates a 50-period fortnight, the school day running from 08.30am -3.30pm.  The period length is 1 hour, with 5 periods in the day.  There are 4 periods in the morning and 1 in the afternoon. The lunch break is one hour. 

Southend High School for Boys has ‘a very strong ethos and a distinctive character. Its pupils are justifiably proud to belong to it, make very good progress and achieve exceptionally high standards’ (Ofsted 2009) At Southend High School for Boys, talent is nurtured. Learning is valued. Challenge is welcomed, participation is expected and achievement is prized. To sum up, Southend High School for Boys is not only a lively and stimulating institution, but also a welcoming community with an open and friendly approach. 
Job Description
Job Title:  School Business Manager

Grade:   Commensurate with experience and qualifications
Responsible to:    Headteacher
Main Duties
· as a member of the school’s Senior Leadership Team (SLT), oversee, develop, direct and co-ordinate the full range of school financial, infrastructure, premises, business, marketing and administrative services 

· lead by example, provide inspiration and motivation, and embody for the students, staff, governors and parents, the vision, purpose and leadership of the school 

· promote the highest standards of business ethos within the administrative functions of the school and ensure the effective use of resources to support the school’s learning objectives 

· liaise with external agencies and promote the school within the wider community, ensuring that its excellent reputation is maintained 

Responsibilities will include:  
· manage the school budget effectively, ensuring the stability of the school’s financial position through rigorous budget control and parameters  

· under the direction of the Headteacher provide a high quality service, being accountable for the performance in the following areas:- 

· Finance (Budget setting, forecasting and management)  

· ICT infrastructure

· Administration (including HR, contracts and payroll) 

· The School Site  

· Purchase and procurement of services   

· Commercial interests / links with the business community 

· Sourcing additional funding streams  

· Marketing & PR 

· Catering provision 

· Health and Safety 

· take a strategic role in the school's non-teaching functions and commercial interests, establishing and maintaining links with the wider community 

· ensure the highest standards of support services within the school, taking responsibility for risk and resource management  

· ensure the implementation of best practice processes and systems management across all areas 

· take a lead in sourcing additional funding streams to ensure the most effective use of resources in support of the school's learning objectives 

· fulfil all Leadership responsibilities in relation to finance, admin, premises and ICT staff teams

· report to the Responsible Officer and advise all governing body committees as required

Specific roles within the leadership team 

All members of the SLT share the responsibility for the professional leadership and management of the school. This involves: 

· Strategic direction 

· Leading teaching and learning 

· Developing self and working with others 

· Securing improvement and accountability 

· Strengthening community 

· Leading and managing the Organisation 

Within this responsibility framework, each member of the SLT holds designated lead responsibility for key tasks.  Within this framework the leadership and line management responsibilities of the Business and Finance Director will include: 

· Finance team 

· Premises team 

· Administration team 

· Joint oversight of IT team

Strategic direction and shaping the future 
· contribute to the development and implementation of the longer term vision and objectives of the school  

· negotiate and influence strategic decision-making within the school’s Leadership Team 

· in the absence of the Headteacher, take delegated responsibility for Financial and other decisions 

· undertake the project management of large capital developments on behalf of the school  

· build links with the wider community 
Financial accountability/income generation 
· be responsible and accountable for the strategic oversight and day to day completion of all financial matters 

· prepare the school’s 1 year and 3 year budgets 

· be responsible and accountable for  the preparation of monthly financial accounting reports for the Headteacher  

· liaise with and monitor monthly reports to all budget holders  

· actively monitor and control financial performance to achieve value for money 

· identify and inform the Headteacher of the causes of significant variance and take prompt corrective action 

· propose revisions to the budget if necessary, in response to significant or unforeseen developments 
· be responsible and accountable for the oversight of the requisition procedures and payments of invoices 

· be responsible and accountable for End of Year procedures and produce reports 

· oversee and monitor  letting invoices, venues, income 

· co-ordinate the completing of the school’s financial assessment procedures 

· ensure that financial auditing is undertaken in line with Governors’ requirements 

· maintain a strategic financial plan that will indicate the trends and requirements of the School Improvement Plan and will forecast future year budgets 

· seek and make use of specialist financial expertise 

· maximise income through lettings and other activities 

· present timely and fully-costed proposals, recommendations or bids 

· put formal finance agreements in place with suitable providers  

· monitor the effectiveness and implementation of agreements 

Central Infrastructure Provision 
· maintain, develop, monitor and plan for the current and future effectiveness of networked ICT infrastructure in accordance with the school’s strategic planning  

· ensure that, in conjunction with the SLT and the Computer Network Manager, resources, support and training are provided to enable colleagues to make the best use of ICT for teaching, learning, assessment and administration 

· ensure that contingency administration plans are in place at all times in the case of technology failure 

Facility & Property Management 
· ensure, through organisation of the premises team, the safe maintenance and secure, continuous operation of the school site and buildings, fixtures and fittings  

· assess, initiate (if appropriate) and review contractual arrangements for outsourced school services 

· ensure outsourced ancillary services such as catering  are cost-effective as well as monitored and managed effectively 

· take an active role in managing the letting of school premises to external organisations in order to support the community dimension of the school’s activities 

· report to Governors at agreed intervals on the condition of the buildings and site and on required action and expenditure in order to maintain and refurbish them   

· at regular intervals, provide for SLT a ‘premises development plan’ showing a timetable of planned improvements

Health & Safety 
· act as the school’s Health & Safety and Fire Officer 

· ensure that the school is a safe and secure environment for all its activities  

· plan, instigate and record fire practices and alarm tests 

· be responsible to the SLT and the Governing Body for the creation, consultative review and evolution of the school’s Health & Safety Policy as well as its understanding and implementation by all who work within the school 

· ensure that systems are in place to identify and remove hazards and to carry out risk assessments 

· ensure that systems are in place for effective monitoring, measuring and reporting of health and safety issues to the SLT and the Governors  

· ensure that statutory obligations are being met for staff, pupils and visitors with disabilities, ensuring that financial and supporting agency services are adequately deployed for their needs 

Human Resources
· be responsible for contracts of employment, conditions of service, CRB checks and pay related issues for all staff

· provide advice on personnel issues such as assessment of salaries, expenses, absence procedures, redundancy and other matters of dismissal, in liaison with external HR advisors

· attend Employment Tribunals as necessary

· supervise and/or manage the payroll services for the school

· be responsible for monitoring staff attendance

· oversee personnel systems

Administration Management 
· manage the whole school administrative function and provide leadership and guidance for  all support staff 

· design and maintain administrative systems that deliver outcomes based on the school’s aims and goals 

· manage systems and link processes that interact across the school to form complete systems 
· define responsibilities, information and support for staff and other stakeholders 

· manage the support staff performance management scheme

· organise and chair regular support staff team meetings

· maintain whole school structure charts
· develop process measures that are affordable and that will enable value for money decisions for those managing resources 

· establish and use effective methods to review and improve administrative systems 

· use data analysis, evaluation and reporting systems to maximum effect by ensuring systems are streamlined to maximise efficiency and avoid duplication 

· benchmark systems and information to assess trends and make appropriate recommendations 

· prepare information for publications and returns for the DfE, YPLA and other agencies and stakeholders with statutory guidelines 

· act as educational visits coordinator and oversee all offsite visits to ensure best practice is followed in terms of financial procedures, planning and organisation 

Community Provision 
· strategically oversee the school’s community and lettings programme and discuss progress and possible avenues to raise income with the Headteacher 
· ensure that all community activities are self-funding 
Other Duties 
· attend school events and meetings where appropriate 
· undertake the Performance Management for key Associate staff 
· be involved in the appointment and interviewing of new staff as requested by the Headteacher 
· comply with school policies and procedures including those relating to child protection, confidentiality and data protection 
· be active in promoting and supporting the school’s policy on behaviour and punctuality, the overall objective being to improve the learning environment for all students and staff 
Flexibility Statement
The content of this Job Description represents an outline of the post only and is therefore not a precise catalogue of duties and responsibilities.  The Job Description is therefore intended to be flexible and is subject to review and amendment in the light of changing circumstances, following consultation with the post holder. 

Performance Review
All staff are subject to an annual Performance Review in line with school policy and practice.  This postholder’s Performance Review will be line managed and undertaken by the Headteacher. 

Southend High School for Boys

	Business Manager
Person Specification


	Education and Qualifications 
	Essential 
	Desirable 
	How identified 

	Professional Accounting qualification 
	 Yes
	
	Application  

	A relevant professional qualification in financial/business management 
	
	 Yes
	Application  

	Further relevant educational or professional qualifications 
	 
	Yes 
	Application  

	Knowledge and Experience 
	Essential 
	Desirable 
	How identified 

	Successful experience of Senior Leadership within an organisation  
	 
	Yes 
	Application  

Reference 

	Experience of budgetary management and control at a senior level within an organisation 
	Yes 
	 
	Application 

Interview 

Reference 

	Knowledge and experience of a variety of financial management systems/processes and procedures 
	Yes 
	 
	Application 

Interview 

Reference 

	Extensive familiarity with the context and regulation of UK finance is essential.  Applicants must have a suitable amount of UK based finance experience
	Yes
	
	Application 

Interview 

Reference

	Experience of managing and motivating staff 
	Yes 
	 
	Application 

Interview 

Reference 

	A working knowledge of facilities management 
	 
	Yes 
	Application 

Interview 

Reference 

	An awareness and understanding of Finance and Resources/management information systems 
	 
	Yes 
	Application 

Interview 

Reference 

	An awareness and understanding of key issues in relation to procurement, contracts, risk assessment, health and safety and traded services to organisations 
	 
	Yes 
	Application 

Interview 

Reference 

	Experience of working effectively in cooperation with a wide range of internal and external partners 
	 
	Yes 
	Application 

Interview 

Reference 

	Experience of successfully sourcing additional funding streams to ensure the most effective use of resources 
	 
	Yes 
	Application 

Interview 

Reference 

	Experience of effective marketing in a local / wider community. 

 
	 
	Yes 
	Application 

Interview 

Reference 


	Skills and Abilities
	Essential 
	Desirable 
	How identified 

	Highly developed planning and organisation skills and managing competing deadlines 
	Yes 
	 
	Application 

Interview 

Reference 

	Excellent written and verbal communication 
	Yes  
	 
	Application 

Interview 

Reference 

	Highly competent in reporting to and advising decision making meetings
	Yes
	
	Application 

Interview 

Reference

	Proven high level negotiation skills including strategic, analytical and flexible thinking 

 
	Yes 
	 
	Application 

Interview 

Reference 

	Ability to use IT as a strategic resource 
	Yes 
	 
	Interview 

 

	Ability to use initiative and prioritise work 
	Yes 
	 
	Interview 

Reference 

	Accurate and well organised approach to work 
	Yes 
	 
	Interview 

Reference 

	Ability to interpret legislation and regulations 
	Yes 
	 
	Application 

Interview 

Reference 

	Willingness to challenge constructively both self and others in order to improve collective performance 

 
	Yes  
	 
	Application 

Interview 

Reference 

	Ability to follow instructions 
	Yes 
	 
	Application 

Interview 

Reference 

	Personal Qualities  
	Essential 
	Desirable 
	How identified 

	Commitment to high professional and personal standards 
	Yes 
	 
	Application 

Interview 

Reference 

	Respect for young people and their needs 
	Yes 
	 
	Application 

Interview 

Reference 

	A strong commitment to Equal Opportunities 
	Yes 
	 
	Application 

Interview 

Reference 

	High levels of motivation and a ‘can do’ attitude 
	Yes 
	 
	Application 

Interview 

Reference 

	Discretion at all times in the disclosure of information about the School and having a strong awareness of confidentiality 
	Yes 
	 
	Application 

Interview 

Reference 

	Capacity to sustain and develop professional relationships
	 Yes
	
	Interview 

Reference 

	Excellent record of attendance and punctuality  
	Yes 
	 
	Reference 
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