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Kisharon Noé School 
School Business Manager – Job Description and Person Specification 

 
Responsible to:   Headteacher 
Salary:   £47,000 – £52,000 per annum (depending on experience) 
Hours/week:  37.5 
Weeks/year:  Full-time 
 
Purpose of Role  
 
The School Business Manager is responsible for managing the strategy and operation of the business 
functions of our school, including financial management, administration and governance, risk and 
facilities management, and commercial.  
 
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 senior leadership team to focus on 
teaching and learning. 
 
About Kisharon Noé School 
 
Kisharon Noé School is a special free school with a Jewish ethos for students aged 4 – 19 years. 
 
Our vision  
Every child and young person with any learning disability reaches their full potential, maximises 
their independence and leads a fulfilling life in the community that they want to.  
 
Our mission  

 We foster a strong and inclusive Jewish ethos that guides teaching and learning throughout 
the school, and welcomes students from all backgrounds  

 We provide a safe, supportive and stimulating learning environment  

 We nurture the innate gifts and talents – the “kisharon” – of each of our students  

 We create personalised and cross-curricular learning journeys for our students  

 We offer a range of therapies to enhance our students' learning  

 We teach skills to build our students' confidence, equip them for life beyond school, connect 
them with high quality adult services, and prepare them for taking an active part in the 
community  

 
Our school is based in Hendon on a brand new, state-of-the-art £13.5 million campus. The school 
currently has 48 students, with capacity for 72 which we will reach over the next three years. 
 
The school caters for pupils with a wide range of educational needs, from moderate learning 
difficulties and autistic spectrum disorders to more severe and profound learning difficulties, as well 
as physical disabilities. 
 
School Business Manager – Role and Responsibilities 
 
This is a new role at the school, and so it is likely to evolve over time during the school’s growth 
phase. Key responsibilities include, but are not limited to, those set out in the following list. 
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Leadership 

 Be an active member of the school’s Senior Leadership Team, taking part in meetings and 
strategic decision-making 

 Offer strategic advice and information to the school trustees, giving briefings to and 
attending full trustee meetings as required 

 Provide leadership of and take overall responsibility for the school’s administrative, finance, 
facilities and catering functions 

 Ensure that the resourcing and capabilities of these functions are commensurate with the 
work they need to carry out 

 Line manage the School Administrator, Finance Officer, Site and Facilities manager, and 
Catering Manager 

 Motivate and empower staff members to work independently and creatively to achieve 
objectives 

 Liaise with external marketing support to devise and implement a marketing plan for the 
school 

 Liaise with Kisharon’s Director of Corporate Services to ensure a close inter-organisational 
working relationship 

 
Financial management 

 Oversee robust financial management and probity across the school 

 In partnership with the Headteacher: 
o Allocate school resources in line with the School Improvement  Plan 
o Devise, forecast and manage an annual school budget – for agreement by the school 

trustees – that is balanced and represents an effective use of public funds 
o Re-forecast the school budget halfway through the financial year  

 Produce monthly management accounts and summary reports for discussion with the 
Headteacher and Finance Committee 

 Attend all meetings of and advise the school’s Finance Committee 

 Produce the school’s statutory year-end financial statements 

 Lead on the school’s statutory year-end financial audit, and coordinate the audit process 

 Manage the school’s relationship with the Education and Skills Funding Agency (ESFA): 
o Submit the year-end financial annual return 
o Be the point of liaison in relation to pupil premium and other grants 
o Comply with all reporting requirements 

 Manage the school’s financial relationships with local authorities: 
o Submit top-up fee invoices 
o Ensure fee banding and therapy costs are up-to-date 
o Ensure payment of outstanding monies 

 Maintain the school’s Finance Manual and ensure the implementation of processes therein 

 Ensure the school’s Chart of Accounts remains fit for purpose 

 Liaise with Kisharon’s Director of Corporate Services on intercompany transactions 

 Coordinate writing of grant writing and fundraising bids 
 
Administration and governance 

 Ensure that the school’s administrative processes are efficient and effective 

 Ensure that all school policies are up-to-date, and compliant with statutory requirements 

 Liaise with the externally contracted Data Protection Officer, ensuring the school’s 
compliance with data protection law 

 Oversee accurate and regular updating of school records, including the pupil database and 
the school’s management information system 

 Oversee keeping of records in accordance with the school’s record retention schedule  
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 Lead on an annual review of the school’s staff handbook 

 Ensure that all HR procedures are carried out in line with the school’s policies and with 
employment law 

 Oversee administration of the Local Government Pension Scheme and the Teachers Pension 
Scheme 

 
Risk management and facilities management 

 Ensure that the school’s health and safety procedures are up-to-date, compliant with 
statutory requirements, and routinely followed 

 Lead on a termly update of the school’s risk register, and ensure it is reviewed by the 
Headteacher and trustees  

 Ensure effective COVID-19 risk management strategies are in place, in partnership with SLT 
colleagues, and in line with local authority guidance and government regulations  

 Oversee maintenance of the school site, under the remit of the Site and Facilities Manager 

 Be responsible for the school’s IT Strategy and manage the school’s contract for IT support, 
and ensure that this support is fit-for-purpose 

 Ensure ancillary services – e.g. cleaning and maintenance – are monitored and managed 
effectively  

 
Commercial  

 Ensure appropriate insurance policies are in place across the school 

 Lead on procurement processes, managing tenders where appropriate, conducting due 

diligence, and ensuring value for money  

 Ensure that robust ordering processes are in place and followed 

 Coordinate writing of the school’s annual report 

 Develop and deliver on a commercial strategy enabling the school to generate income from 
and offer its facilities to the wider community 

 Manage the letting of the school premises to external organisations to generate income for 
the school  

 
Safeguarding and child protection  

 Be fully aware of and understand duties and responsibilities arising from the Children’s Act 
2004 and Keeping Children Safe in Education 2020 in relation to child protection and 
safeguarding children and young people, as this applies to the role within the school 

 Be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation 
to the role 

 Ensure that the Designated Safeguarding Lead is made aware and kept fully informed of any 
concerns which the worker may in relation to safeguarding and/or child protection 

 Promote an environment that safeguards and protects pupils and when necessary take 
responsibility for ensuring the appropriate child protection procedures are followed 

 Report any concerns to fellow members of the senior leadership team arising through 
contact with children, in line with the school’s anti-bullying and child protection policies 

 Oversight of the Single Central Register 
 
Expectations of staff at Kisharon Noé School 

 

 Promote an environment that safeguards and protects pupils and when necessary take 
responsibility for ensuring the appropriate child protection procedures are followed 

 Report to fellow members of the senior leadership team any concerns which arise through 
contact with children in line with the school’s ‘anti bullying’ and ‘child protection’ policies.  
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 Be familiar with and uphold safeguarding requirements and safer recruitment processes as 
outlined in the document Keeping Children Safe in Education, and comply with its 
requirements to safeguard and protect the welfare of children and young people 

 Support the vision, mission and ethos of the school 

 Maintain high professional standards of attendance, punctuality, appearance and conduct  

 Ensure positive courteous relations with pupils, parents and colleagues.  

 Participate in the school’s performance management process 

 Attend whole school meetings, Inset days and staff development sessions as required.  

 Participate in professional development activities 

 Participate actively in a range of school activities  

 Have a good understanding of H&S regulations and take reasonable care for the health and 
safety of themselves and of other persons who may be affected by their acts or omission 

 Demonstrate commitment to promoting the principles of equality, diversity and inclusion 

 Uphold their responsibilities in line with the General Data Protection Regulation and Data 
Protection Act 

 Undertake any other reasonable duties as requested by the Headteacher 
 

 
This Job Description is not necessarily a comprehensive definition of the post; duties may change to 

meet the evolving needs of the school.  The description may be reviewed at intervals, and be subject 

to modification at any time after consultation with the post holder. 

  

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/912593/Keeping_children_safe_in_education_part_1_Sep_2020.pdf
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School Business Manager  
 Person Specification 

 

Criteria  Essential Desirable 
 

Qualifications  
and training 

 Recognised management/business degree or 
equivalent related qualification  

 Relevant professional 
qualification in 
accounting/finance  

 School Business 
Manager qualification 
e.g. DSBM/CSBM 

Experience  Leading and managing at a senior level in a 
school, or in a relevant field outside education 

 Proven financial management experience in a 
school or an organisation in a relevant field 

 Delivering best value for money  

 Leading a high-performing team 

 Managing, motivating and developing staff 

 Managing people through change  

 Project management  

 Safer Recruitment  

Skills and 
knowledge 

 Ability to build effective working relationships 
with a wide range of people 

 Empowers, motivates and inspires staff to 
work at their best 

 Highly effective communication and 
interpersonal skills 

 Makes evidence-based strategic and 
operational decisions independently 

 Thinks creatively and problem-solves via a 
wide range of perspectives and approaches  

 Ability to organise complex and challenging 
logistics 

 Excellent attention to detail 

 High level of financial and commercial acumen 

 Excellent numeracy and literacy skills 

 Ability to adapt writing style to different 
audiences 

 High level of IT skills  

 Ability to use the 
school’s management 
information systems – 
FMS and SIMS 

 Ability to use Scholar 
Pack  

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 
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 Ability to be flexible and resilient  

 Commitment to continuous professional 
development  

 Commitment to maintaining confidentiality 

 Commitment to safeguarding 

 Champions equality, diversity and inclusion 

 
 
 

KISHARON ENTERPRISES AND KISHARON NOÉ SCHOOL ARE COMMITTED TO SAFEGUARDING THE 
WELFARE OF CHILDREN AND VULNERABLE ADULTS AND EXPECTS ALL STAFF TO SHARE THIS 
COMMITMENT. 

 

This job description has been received and agreed   by: 

 

Name of postholder: _______________________ Signature: __________________ Date: _______ 


