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Job Description

Main Purpose
The School Business Manager is responsible for managing the strategy and operation of the business functions of our school, including finance and operations. 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.
The School Business Manager is a key member of the leadership team, reporting to the CEO. The position incorporates a blend of finance management and other activities that are essential for the smooth running of the institution. 
The main duties and responsibilities are as follows:
Financial Management
· Responsible for instilling a culture of strong financial discipline across the organisation. 
· Responsible for the inter-relational finance communication across the organisation. 
· Responsible for finance strategy in conjunction with the CEO.
· Responsible for preparation of management reports as required on a monthly and quarterly basis.
· Preparation and development of annual budgets in conjunction with the CEO.
· Ensure that the charity’s financial systems comply with statutory/regulatory compliance and other best practices and that internal and external audit requirements are met.
· Responsible for preparation of cash flow forecasts.
· Manage the preparation and audit of the year-end financial statements.
· Collation of Board reports and papers for Board and Sub-committee meetings.
Systems
· Continuous improvement and potential automation of processes, controls, and systems.
· A working knowledge of financial accounting software packages such as Sage, Xero, QuickBooks etc. and proficiency in Microsoft 365. 

Compliance, Governance and Good Practice
· Responsible for maintaining strong governance and compliance within BST and meeting the organisation’s statutory and regulatory requirements.
· Maintain a fit-for-purpose risk management function within a risk strategy agreed with the organisation’s key stakeholders and in liaison with relevant Boards and committees.
· Ensure the regular review and updating of BST’s policies. 
Operational
· Procurement and management of supplier contracts.
· Key liaison contact with Stranmillis University College as Landlord.
· Management of insurances, including renewals and placement of key covers through brokers.
· Oversight of the organisation’s IT functions. 
· Oversee the strategic planning, execution, and management of marketing and fundraising efforts within the organization.
· Responsibility for full Health and Safety compliance, policies, documentation and risk management.
· Responsibility for all aspects of Safeguarding.
Human Resources
· Oversee HR practices, processes and strategies.
· Assist the CEO in developing high performance teams and a professional Christian ethos within the School.
· Oversee recruitment, selection and the onboarding process.
· Managing BST’s appraisal system and conduct appraisal meetings.
· Ensure BST’s procedures comply with employment regulations.
· Monitor various aspects of employee performance, attendance and sick leave.
· Access the need for training and then design and implement training plans accordingly.
· Handle any disciplinary processes and formal grievances.
· Set and review pay structures and employee perks and benefits.
Other
· Participate and sometimes lead weekly devotions and prayer meetings.
· Praying for the work and financial needs of the organization.
· Management of finance and operations staff.
· Advocating for BST among churches and other Christian networks with a view to generating prayerful and financial support and generally raising the profile of BST.
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 perform other duties appropriate to the level of the role, as directed by the CEO. 

[bookmark: Person_Specification]Person Specification


Essential:

· Relevant professional qualification (CA/ CIMA/ ACCA).
· Experience of working with financial systems, ideally Sage, Xero or QuickBooks.
· Working knowledge of HR management and experience of effectively managing a team.
· Working knowledge of H&S management and experience of effectively managing H&S within an organisation.
· Strong leadership and management skills. 
· Experience of working in a senior leadership team.
· Self-motivated and capable of developing the current role over time.
· Strong team player with flexible attitude to work priorities.
· Excellent IT skills with an advanced knowledge of Microsoft 365.

Desirable:

· Relevant H&S qualification such as IOSH Level 6 Diploma in OSH Leadership and Management.


Cultural Commitment:

Belfast School of Theology is a Christian institution and as such all staff must be willing to embrace the overall purpose, ethos and values of the school in a context where Christian prayer and other expressions of faith are central to the school’s workplace culture and practice.
Furthermore, there is an occupational requirement for the postholder to be a committed Christian and as such, the successful postholder will be required to sign the Statement of Faith prior to appointment, and annually thereafter. Candidates will also be required to demonstrate the following attributes:

· An active personal commitment to the Christian faith.
· An active involvement in worship and community in a Christian church or other informal Christian settings (and to be able to demonstrate that involvement e.g. by a reference from a church leader).
· An ability to contribute to the spiritual life of the school by e.g. prayer for supporters and colleagues; worship, and Bible study for encouragement or exposition).
· An agreement with and a commitment to respect and work within the school’s mission, values and faith statements.
· An ability to promote the Christian ethos of the school and enable others to experience, explore and express the faith-based motivation of its work.


Other requirements:
Successful applicants will need to pass the following checks before starting work:
· Right to work in the UK.
· Reference checks.
· Proof of stated qualifications.
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The above profile is intended to describe the general nature and level of work performed by employees in this role. It is not intended to be a detailed list of all duties and responsibilities which may be required. This role profile will be supplemented and further defined by annual objectives, which will be developed in conjunction with the post holder. It will be subject to regular review and BST reserves the right to amend or add to the accountabilities listed.
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Main Terms & Conditions

Reports to: Principal and CEO

Contract Type: Permanent

Working Hours & Pattern: 36.25 hours per week with the ability to work additional hours as required. The typical working pattern will be as agreed with the line manager to include occasional evenings and weekends as required.

Location: Main Building, Stranmillis University College. 

[bookmark: Pension_Arrangements:_BST_operates_a_Pen]Salary: £36,300 per annum. 

Pension Arrangements: BST operates a Pension Scheme that meets the requirements of automatic enrolment and which you will be enrolled into if you are eligible. The Employer contribution is currently 6%.

Other Benefits: 


· The school is in an exceptionally secure financial position with a significant level of liquidity, providing security for all employees.
· Cycle to Work Scheme with secure facilities for those who cycle.
· A high specification laptop for every member of staff.
· Confidential counselling service.
· A strong Christian ethos.
· A supportive and caring leadership team.
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· An idyllic working environment at Stranmillis University College.
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[bookmark: Guidance_For_Applicants]Guidance For Applicants
Applicants should complete the online application form and return it to the HR Manager (jthorpe@bst.ac.uk) by digitally signing and clicking "Submit". The form includes:

a. Application for Employment.
b. Declaration of Suitability.
c. Monitoring Questionnaire.


Closing date for receipt of applications:
Candidates are encouraged to submit their applications as soon as possible as these will be assessed upon receipt and interviews will take place on a rolling basis. 



Click To Apply Online Now Or visit www.bst.ac.uk/applyonline
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