
 

  

  

    

Vacancy 

School Business Manager 
   



 

  

Headteacher’s welcome  
––––––––––––––––––––––––––––––––––––––––––––––––––––––  

   
Up Holland High School Is Dedicated To Excellence and prides itself on the 
excellent opportunities it offers to all students in order for them to develop and 
succeed.  

This is achieved by offering a broad and balanced curriculum that is delivered by 
high quality practitioners. The school has an outstanding reputation for academic 
achievement and educational standards, which has been achieved by placing the 
individual child’s needs at the core of our ethos and our decision making.  

We recognise that the development of the ‘whole child’ is an integral part of our 
work. We want the students to achieve both fantastic outcomes and to develop 
their interpersonal skills so that they are confidently prepared for life beyond 
school. At the heart of this ethos we promote our core values of leadership, 
organisation, resilience, initiative and communication. At Up Holland High School, 
we expect students to be self-motivated, ambitious, determined and hard 
working. We encourage them to make the most of their abilities and talents. 
Alongside this, we expect students to be kind, thoughtful and respectful to one 
another. We want them to participate in all aspects of school life, developing into 
responsible citizens who make a positive contribution to the wider community.  

We strongly believe in the power of the ‘student voice’ and as such, afford the 
children the opportunity to positively impact change and improve our school by 
representing our student councils and junior leadership team. We expect our 
students to be responsible role models to each other and to the students in our 
partner primary schools, promoting a sense of community responsibility.  

The pastoral care is a real strength of our school. We pride ourselves on knowing 
the students as individuals, which enables us to successfully work in partnership 
with parents and carers. This partnership is absolutely critical in ensuring students 
are happy, healthy and successful. Our extensive system of rewards encourages 
the pursuit of excellence and core values by celebrating progress, attainment and 
the overall contribution made to school life. High expectations of attendance, 
punctuality, uniform and behaviour underpin success in our school and lay the 
fundamental foundations for life beyond Up Holland.  

   

You can view our welcome and information video using the following link:   

  
https://www.youtube.com/watch?v=kL5yjTJwG_8  

  

  

 

 

https://www.youtube.com/watch?v=kL5yjTJwG_8
https://www.youtube.com/watch?v=kL5yjTJwG_8


 

  

 School Priorities 2023-2025  

   

• Developing a culture of excellence through high expectations of all staff and 
students  

  

• Consistently delivering high quality teaching within a challenging curriculum  
  

• Improving the attitude to learning and promoting the resilience of students  
  

• Improving the attendance of students, particularly those that are persistently 

absent  

  
    

Headteacher  

Paul Scarborough  

  

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Role overview:  

School Business Manager 
––––––––––––––––––––––––––––––––––––––––––––––––––––––  

  

Salary:   Grade 8-9 £35,235 - £44,711 

Hours:   37 Hours per week 

Contract type:  Full time, Full year 

Reporting to:   Headteacher 

 

Closing Date:    Monday 3rd March 2025, 8.00 am 

Interview Date:  Monday 10th March 2025 

Start Date:          Monday 1st September 2025  

  

Main purpose  

The school business manager (SBM) is responsible for managing the 
strategy and operation of the business functions of our school, including 
financial management, health and safety, human resources, compliance 
and administration.  

They will advise on and implement the day-to-day support that enables the 
school to operate effectively and efficiently, and that allows other members 
of the leadership team to focus on teaching and learning. 

This role will also include acting as Personal Assistant to the Headteacher. 

 

    

 

 

 

 



 

Our school  
––––––––––––––––––––––––––––––––––––––––––––––––––––––  

  

Up Holland High School is a happy and harmonious place to be where students are highly 
motivated and have the opportunity to be inspired and succeed. We were recognised in 
May 2023 by Ofsted as ‘Good’ in all areas of school, with the capacity to improve still 
further. We believe that our strong collaboration with students, staff, parent/carers and 
governors continues to contribute towards the success of the school. This is the third 
successive ‘Good’ judgment the school has secured. The school aspires to move from 
‘Good’ to ‘Great’ and we are seeking a professional that shares that level of ambition, a 
professional that can model our Dedication to Excellence in all that they do.  
  

We consider the education of our students to be about developing the whole child, 
preparing them for life beyond school. Not only providing them with a good level of 
attainment in examination subjects but also helping them to develop the skills, values and 
attributes which will enable them to be strong, successful citizens when they move on 
from Up Holland, ready to contribute to their local community and the wider world. This 
philosophy is captured in our vision statement.  
 
  

Personal Development   

The five key skills and values that we promote through LORIC are those that employers’ 
colleges and universities consider to be most desirable:   
  

• Leadership    

• Organisation    

• Resilience    

• Initiative    

• Communication   

  

Students develop their LORIC skills through our ‘Character and Culture and Personal 
Development’ programme. This begins in Y7 and continues through to Y11, with students 
participating in a range of activities and experiences. These activities are promoted and 
undertaken in personal development time, curriculum lessons, character and culture days 
and enrichment opportunities. We believe that the programme enhances the 
development of the whole child, preparing them for life beyond Up Holland High School. 
Our drive to offer an holistic educational experience is at the core of the schools 
philosophy, recognising the importance of both academic rigour and challenge, alongside 
opportunities for personal development and cultural capital.   
  

If appointed you can expect full-support and continuing professional development, as we 
promote a model of leadership at all levels and a bespoke and tailored CPD programme. 
We offer a professionally stimulating working environment where teachers have the 
opportunity to progress and most critically to positively impact on the lives of our 
students.  



 

 

The Trust  
––––––––––––––––––––––––––––––––––––––––––––––––––––––  

  
  
  



 

  
  
  
––––––––––––––––––––––––––––––––––––––––––––––––––––––  

We are a trust that is passionate about making a difference to every child and person 
in the community we serve. We work tirelessly to ensure we have great schools made 
up of great people supported by the trust to provide a great educational offer for every 
child who attends one of schools.   
  
Our vision is to improve every person's life and their opportunities. As a member of 
staff you will be key to our success so we work hard to be a great place to work. Our 
trust culture is based on our humanity and the principles of compassion, generosity 
and kindness. We are proud of the trust’s ethos:  
  
Everyone Matters: we strive for all our partners to be happy and successful schools 
within our trust community based on our culture of compassion, generosity and 
kindness.   
  
Everyone Helps: we work together to make great choices for our schools and our 
children to create an interconnected community of team members who do the best for 
children, staff and our community.   
  
Everyone Succeeds: we work tirelessly together to overcome the challenges we face to 
invest in our schools, so all our schools, children and team members are successful.   
––––––––––––––––––––––––––––––––––––––––––––––––––––––  

  

 



  

 

 

Duties and responsibilities  
 

Leadership and strategy 

• Be responsible for line-managing support staff, including carrying out long-term resource planning and 
managing recruitment, appraisal and professional development 

• Under the direction of the headteacher and Trust staff, lead on all financial matters in school, to ensure 
the school’s successful financial performance and to ensure financial decisions are clearly linked to the 
school’s strategic goals 

• Implement school-wide changes and allocate resources in line with the school improvement plan, 
putting policies and procedures in place and communicating them to staff 

• Take all decisions in line with the vision and values of the school, and encourage others to do the same  

• Implement a marketing plan for the school, which utilises the school website, signage, the prospectus, 
and communications with current and prospective parents 

• Monitor developments in technology and consider how it can be used to enhance the school’s 
business processes, teaching and learning, and staff wellbeing  

• As a senior member of staff, attend leadership team meetings when required and report to governors 
where appropriate 

• Work with the Headteacher on a daily basis to support and assist in the administrative aspects of their 
role and responsibilities 

 

Financial management and fundraising 

• In partnership with the headteacher and Trust staff, manage the school’s budget and ensure it is 
balanced, realistic, and represents an effective use of public funds  

• Submit the budget to the governing board  

• Monitor the budget all year round, advising the Trust Finance Team where revisions or changes are 
needed  

• With support from the Trust, forecast future years’ budgets, based on the school’s estimated funding 
and trends in expenditure, to enable the headteacher to make strategic, long-term decisions 

• Comply with financial reporting requirements set by the Trust Financial Handbook 

• Oversee the checking of school bank accounts on a day-to-day basis, ensuring money is banked, 
invoices are paid promptly, money owed is collected, and clear records are kept 

• Develop and implement the school’s fundraising and income generation strategy, choosing fundraising 
priorities in line with the school improvement plan  

 



 

• Find and apply for grants 

• Lead on procurement processes, managing tenders where appropriate, conducting due diligence, 
benchmarking and evaluating suppliers, negotiating deals and ensuring value for money  

• Manage the school’s lettings offer 

• Ensure the effective and efficient operation of the finance department, delegating tasks to 
finance/office staff where appropriate 

 

Human resources 

• Manage the school’s payroll function as directed by Trust staff 

• Conduct monthly checking of payroll in line with Trust deadlines 

• Ensure that recruitment, appraisal, disciplinary and grievance policies are administered in accordance 
with employment law and communicate outcomes and changes to the Trust HR team. 

• Advise on HR issues within school and liaise with the Trust HR Team 

• Enter expense claims in line with Trust deadlines 

• Facilitate Occupational Health Reviews as and when necessary 

• Conduct reviews of the school’s staffing structure to ensure effective deployment of staff and financial 
efficiency 

• Complete the school’s workforce census 

 

Health and safety 

• With the headteacher and premises team, supervise the maintenance and compliance of the school 
site  

• Manage the school’s compliance with health and safety regulations, and put in place processes and 
procedures to ensure the safety of all in the school  

• Organise health and safety training for staff 

 

Compliance 

• Manage the school’s compliance with statutory obligations, and advise others on the relevant legal, 
regulatory and ethical requirements 

• Track all school policies and ensure they are updated in accordance with the policy review schedule 

• Keep a central record of SLA’s and ensure these are reviewed for need and best value when 
appropriate 

• Have an input to the school’s risk register 

 

 



  

 

 

Administration 

• Keep records in accordance with the school’s record retention schedule and data protection law, 
ensuring information security and confidentiality at all times  

• Provide administrative support for the headteacher and governing body 

• Support the data protection officer with ensuring data protection compliance and helping the school 
community understand how to comply with data protection law 

• To support the operational and strategic needs of the headteacher 

• To organise the diary of the headteacher and provide support with the minuting of meetings 

 

The school business manager will be required to safeguard and promote the welfare of children and young 
people, and follow school policies and the staff code of conduct. 

Please note that this list of duties is illustrative of the general nature and level of responsibility of the role. It 
is not a comprehensive list of all tasks that the school business manager will carry out. The postholder may 
be required to do other duties appropriate to the level of the role, as directed by the headteacher. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Person specification  

  
CRITERIA QUALITIES 

Qualifications  
and training 

• A school business management qualification  

• English and Maths qualifications to a GCSE equivalent  

Experience • Successful leadership and management experience in a school, or in a relevant 
field outside education 

• Involvement in school self-evaluation and improvement planning 

• Line management experience 

• Contributing to staff development 

• Working with children or young people  

• Experience or knowledge of working with human resources 

• Experience of working with school MIS systems  

Skills and 
knowledge 

• Expert knowledge of financial management 

• Excellent attention to detail 

• Previous use of school administrative systems including SIMS and other data 
analysis tools and software packages. 

• Competent and confident in the use of excel and spreadsheets 

• Effective communication and interpersonal skills 

• Ability to communicate a vision and inspire others 

• Ability to build effective working relationships with staff and other stakeholders 

• Understanding of data protection and confidentiality  

• Previous experience of working with students and liaising with parents. 

 

Personal 
qualities 

• Commitment to promoting the ethos and values of the school and getting the best 
outcomes for all pupils 

• Commitment to acting with integrity, honesty, loyalty and fairness to safeguard the 
assets, financial probity and reputation of the school 

• Ability to work under pressure and prioritise effectively 

• Commitment to maintaining confidentiality at all times 

• Commitment to safeguarding and equality 

• Embraces change well 

• Deals with difficult situations effectively 

 

 

 

 



  

 

 

NOTES: 

 

 

This job description may be amended at any time in consultation with the postholder. 

 

The role includes work as a School Business Manager aligned with the role of PA to the Headteacher. 

 

 

Last review date:  13th February 2025 

 

 

Next review date:  Twelve months from the date of appointment 

 

 

Headteacher/line manager's signature:      P Scarborough 

 

 

Date 13.2.25. 

 

 

Postholder's signature:                            _______________________________________________ 

 

Date:                                                          _______________________________________________ 



  

 

How to apply  

  
Support staff application forms and further details of the post are available to download 
from the school website: https://www.uhhs.uk/about-our-school/vacancies  
  

Completed application forms together with a letter of application no more than 2 sides of 
A4 in 12 pitch should be emailed to:  p.scarborough@uphollandhigh.org.uk   
 

Closing Date:      Monday 3rd March 2025, 8.00 am 

Interview Date:      Monday 10th March 2025 

https://www.uhhs.uk/about-our-school/vacancies
https://www.uhhs.uk/about-our-school/vacancies
https://www.uhhs.uk/about-our-school/vacancies
https://www.uhhs.uk/about-our-school/vacancies
https://www.uhhs.uk/about-our-school/vacancies
https://www.uhhs.uk/about-our-school/vacancies


  

  
 

Guidance  

  
Applicant Privacy Notices can be found on our website using 
the following link.  
  
https://www.uhhs.uk/ckfinder/userfiles/files/Policies/Privacy%20Notice%20for%20Job 
%20Applicants.pdf  
  
  

https://www.uhhs.uk/ckfinder/userfiles/files/Policies/Privacy%20Notice%20for%20Job%20Applicants.pdf
https://www.uhhs.uk/ckfinder/userfiles/files/Policies/Privacy%20Notice%20for%20Job%20Applicants.pdf
https://www.uhhs.uk/ckfinder/userfiles/files/Policies/Privacy%20Notice%20for%20Job%20Applicants.pdf
https://www.uhhs.uk/ckfinder/userfiles/files/Policies/Privacy%20Notice%20for%20Job%20Applicants.pdf

