Job Description: Fox Wood School Business Manager
Grade: Grade 9 (Plus 12 month honorarium – to be negotiated - to support setting up our new College provision, staffing structure, and related systems and processes.)
Contract Type: Permanent, Full Time (Term Time only plus ten days may be considered, but please make it clear in your application if this would be your preferred work pattern.)                                                                                                                                                                                                     Location: Multi-site (3 campuses across Warrington), Local Authority Maintained Special School
Age Range: 4–19 years
Reports to: Headteacher
Responsible for: Finance, HR, Premises, Health & Safety, Administration, and Strategic Operations
Purpose of the Role
The School Business Manager (SBM) will be a pivotal member of the Senior Leadership Team (SLT), driving operational excellence and strategic resource management across Fox Wood’s three distinct and complex sites. This role ensures that the school’s infrastructure, finances, and support services enable outstanding outcomes for pupils with complex needs.
As a key member of the Senior Leadership Team, the School Business Manager will lead and manage the strategic and operational business functions of the school across three sites. This includes financial planning, human resources, premises and facilities management, health and safety compliance, and administrative systems. The SBM will work closely with the Headteacher and Governors to ensure the school delivers high-quality education within a sustainable and compliant framework.

 Key Responsibilities
Strategic Leadership & Governance
· Act as a strategic partner to the Headteacher and SLT, contributing to whole-school development and improvement planning.
· Lead on business continuity, risk management, and compliance across all sites.
· Prepare reports and present financial and operational updates to the Governing Body and Local Authority.
Financial Management
· Lead the development and monitoring of the school’s budget, ensuring efficient and effective use of resources.
· Oversee financial reporting, forecasting, and year-end procedures in line with LA and DfE requirements.
· Manage procurement, contracts, and value-for-money initiatives across all sites.
Human Resources
· Lead on HR strategy, including recruitment, onboarding, and the performance management and wellbeing of non-teaching staff.
· Ensure compliance with employment legislation, safeguarding protocols, and LA HR policies.
· Liaise with external HR providers and manage payroll systems.
Premises & Facilities
· Oversee the maintenance, security, and development of all three school sites.
· Lead on capital projects, liaising with contractors, LA officers, and stakeholders.
· Ensure all buildings are compliant with health and safety regulations and accessibility standards.
Health & Safety
· Act as the school’s Health & Safety Officer, ensuring robust policies and procedures are in place and regularly reviewed.
· Lead on risk assessments and ensure statutory staff training is up to date.
· Lead emergency planning and site-specific safety protocols.
Administration & ICT
· Line manage administrative staff across all sites.
· Oversee the development and maintenance of efficient school systems, including MIS, data protection, and GDPR compliance.
· Support digital transformation and ICT infrastructure planning.






Person Specification: School Business Manager (Grade 9)
This specification outlines the qualifications, experience, skills, and attributes required for effective performance in this strategic leadership role. Candidates should demonstrate how they meet these criteria in their application and interview.
Essential Criteria
Qualifications & Training
· Relevant professional qualification (e.g. CSBM, DSBM, AAT, CIPFA, or equivalent experience).
· Strong numeracy and literacy skills (minimum GCSE Grade C or equivalent in English and Maths).
· Commitment to ongoing professional development, including statutory training (e.g. Health & Safety, Safer Recruitment).
Experience
· Proven experience in school business management or a senior operational role in education or public sector.
· Demonstrable success in managing large budgets, financial planning, and reporting.
· Experience leading HR functions including recruitment, performance management, and wellbeing.
· Track record of overseeing premises, facilities, and capital projects.
· Experience implementing and monitoring health & safety policies and risk assessments.
· Familiarity with school administrative systems (e.g. SIMS, FMS, HRIS) and GDPR compliance.
Skills & Knowledge
· Strong leadership and interpersonal skills, with the ability to motivate and manage multidisciplinary teams.
· Excellent organisational and time management skills, with the ability to prioritise and meet deadlines.
· Strategic thinking and problem-solving ability, especially in multi-site or complex settings.
· Sound understanding of employment law, safeguarding, and statutory school policies.
· Proficiency in ICT systems and digital transformation planning.
· Ability to present complex information clearly to governors, staff, and external stakeholders.
Personal Attributes
· High levels of integrity, discretion, and professionalism.
· Resilient and adaptable in a fast-paced, evolving environment.
· Commitment to inclusive education and improving outcomes for pupils with complex needs.
· Collaborative and solution-focused, with a positive and proactive approach.

 Desirable Criteria
· Experience working in, or alongside, a special school or SEND Community
· Knowledge of Local Authority maintained school systems and funding mechanisms.
· Experience managing capital projects, including accessibility and hydrotherapy facilities.
· Familiarity with public sector procurement and contract management frameworks.

Salary & Benefits
· Grade 9 salary (as per Local Authority pay scale)
· Local Government Pension Scheme
· Professional development opportunities
· This role will be predominantly based at our new College building in Peace Drive (from Autumn 2026) where the School Business Manager will have a dedicated office. However there will also be opportunities (and requirements) for flexible working arrangements across all three sites
· Supportive leadership team and inclusive school culture

