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HARTLEPOOL BOROUGH COUNCIL





FENS PRIMARY SCHOOL


Mowbray Road, Hartlepool. TS25 2LY


 Telephone 01429 870405 Fax. 01429 872843


E-Mail: admin@fensprimary.co.uk








 SCHOOL BUSINESS MANAGER 


Salary Range - Band 10 Point 23-26


(£27,539 - £30,229 pro rata. This equates to £23,687.31 - £26,001.28)


195 Days (Term Time Only)


37 Hours per week





We are committed to safeguarding and promoting the welfare of children.


The post is subject to safer recruitment measures which will include an enhanced Disclosure and Barring Service (DBS) check.


                                                                


Required to start on Monday 28th June 2021





The school is seeking to appoint a School Business Manager.





The purpose of the role is to: -


Undertake a significant role in the planning and development of the school’s support function and support staff.


Provide support, advice and guidance on administrative and finance issues to senior staff, the Governing Body and others.


Respond to enquiries, create and maintain databases, undertake financial transactions, ensure compliance with procedures and policies of the school.


To be responsible for the leadership, management and monitoring of the school’s main and other related budgets to include working closely with the Headteacher in agreeing and setting the budget.





The successful candidate will have:


An NVQ Level 4 or equivalent qualification or experience in relevant discipline, together with good numeracy/literacy skills.


Significant experience in administrative and/or finance roles. 


Ability to organise, lead and motivate other staff.


Ability to plan and develop systems.


Ability to relate well to children and adults.


Work constructively as part of a team, understanding school roles and responsibilities and your own position within these.


Experience in a school office environment is highly desirable.





An application pack is available from the school office, or electronic copies can be requested using the e-mail address admin@fensprimary.co.uk





Visits to the school are encouraged and should be made by prior arrangement with the school office. 


Closing date:    Thursday 18th March 


Shortlisting:      Friday 19th March


Interviews:	   Wednesday 24th March
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