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JOB DESCRIPTION & PERSON SPECIFICATION

ACADEMY BUSINESS MANAGER

Staff Handbook
2014-2015

Prospective Staff
At La Fontaine Academy, you never stop learning; you’re part of STEP Academy Trust – a supportive
network that’s leading the way in getting children to succeed academically while also enabling them
to become leaders – and your work makes an impact on the community every day.
As STEP Academy Trust grows to serve more children in varied communities, we need passionate
teammates to join us and make their impact.
Our Vision for our Team
As a member of staff at La Fontaine Academy, you will be able to work with a great team of
colleagues and design a truly inspirational curriculum which will enable our children to become
confident and socially-minded 21st century citizens.
Being part of our team, you will be able to use your creativity and shape the way our school will
provide outstanding learning opportunities for our children.
As our school grows over the next few years, you will always be supported in terms of your
leadership and, if so you wish, you will be able to take on responsibilities in various areas of school
life.
Our vision is to create an outstanding team who will provide our children with the best education
they deserve. We want every pupil at our school to succeed academically while also enabling them
to grow as joyful individuals who will have the confidence to shape the world around them.
Educational leadership
Members of our team are involved in educational research and engage with current debates in
terms of teaching and learning. We attempt to influence practices beyond our Academy and STEP
Academy Trust on, for instance, mastery teaching and values-driven education. To our minds,
teaching is the greatest vocation in the world, and we are always seeking the best ideas to improve
the way education works. As part of our vision, we are looking to create a team that will develop
models of good practice in creative teaching and learning and language teaching in the UK. See some
articles published by our team here: www.lafontaineacademy.org/curriculum.
Staff development
To achieve our aims, we need to recruit and support the very best staff. We believe in valuing all
our staff and therefore take professional development very seriously. At all times in our school,
every member of staff will be engaged in teaching and learning. All our staff must lead by example
and demonstrate the behaviours and attitudes which are rooted in our values of Excellence,
Respect, Collaboration, Responsibility, and Creativity. In return for their high level of commitment
to enabling our children to reach the best outcomes, we will provide our staff with excellent
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opportunities for growth and development. We do not grade observations. We do not grade our
teachers at all – neither for performance management, nor appraisal, nor pay, nor inspection. We
believe that trusting our teachers with the autonomy to improve creates a strong, vibrant staff
culture. We never make high-stakes, biannual judgements of teachers; we prefer continual, lowstakes feedback, practice and reflection.
Family ethos
Most of all, to join La Fontaine Academy is to become part of a family. Families rally round when
times are tough. Families help each other out and are honest with each other. Every day, we eat a
family lunch together with our pupils. We are always thinking hard about how we can become the
best we can be for our colleagues, parents and pupils.
Key benefits working for STEP Academy Trust include




Access to a supportive network of teachers and school leaders working across 7 schools in
South East London.
Access to a strongly-established NQT programme.
Possibility to undertake further studies (e.g. Masters, Ph.D., etc.) sponsored by STEP
Academy Trust.

Key Partnerships
Future Leaders: a leadership programme that aims to raise the achievement of children, regardless
of background, and to provide them with equal choices and opportunities in life.
Teaching Leaders: an education charity focused on developing outstanding middle leaders.
Mathematics Mastery: a programme based on tried and tested approaches used by the best
teachers, departments and schools in the UK and abroad.
Some of the books we base our work on

I am delighted that you are interested in applying for a position at La Fontaine Academy and I look
forward to receiving your application.

Dr Sebastien Chapleau, Founding Headteacher, La Fontaine Academy
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OUR VISION AND MISSION
-

At the heart of the organisation is the “STEP
Mission and Vision”. Everything derives from
it. The four points of the STEP Compass
extend out of our mission and vision.

-

Point 1. “ STEP First”
Because the mission and vision are shared by all stakeholders, there is an acceptance that
we are all one team, one family. Stakeholders must believe in STEP First.

-

Point 2. “STEP Way”
As a united team, it is right that we should agree to do certain things in a consistent way, the
“STEP Way”. What goes into the STEP Way will be determined by a process of co-creation
and review; however, once agreed, there is no opt-out.

-

Point 3. “STEP Up”
Given that STEP is a family none of its members - academies, groups or individuals - can be
allowed to fall behind. Up is the process by which “we all succeed together”, enabling
additional support to be targeted according to identified need.

-

Point 4. “STEP Ahead”
Individually and collectively, we must ensure one eye remains firmly fixed on the future,
anticipating and preparing for our next stage of development. This commitment ensures a
strong focus on CPD and strategic planning.

ETHOS AND CULTURE
Shared values
STEP Academy Trust promotes and cultivates shared values. These are the heartbeat of our
organisation.
Key values include:

Passion — Working in education, we have the ability to profoundly change children’s
lives; the stakes are incredibly high. Our aim should always be to provide for the pupils
of our Academies what we would want for our own children.

Urgency — The amount of time children spend in education is finite. We have a
responsibility to ensure every moment a child is in a STEP Academy must be spent
productively. Once wasted, it is gone forever and cannot be given back.

Positivity — Staff have a responsibility to be positive and supportive of each other.
Negativity leads to low expectations and a culture where excuses are tolerated.

Aspiration — Embodied in the Trust motto, “Striving Together for Excellence in
Partnership,” all members of staff aim for excellence in their individual professional
roles.
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Commitment — Staff are prepared to go the extra mile to provide the best possible
education for their pupils. The interests of children are always placed ahead of those of
staff.

An important bi-product of PUPAC must be an enduring sense of dissatisfaction with the status quo.
Whilst it is right that achievements are celebrated, the focus remains on the challenges ahead.
PUPAC forms the basis of initial discussions with prospective employees of the STEP Academies.
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OUR MOTTO
‘Always aiming higher, together’
OUR VALUES
Our values will be the basis upon which we develop all our work at La Fontaine Academy.
They are the following:

Excellence

Respect

Collaboration

Responsibility

Creativity
We expect our staff and children to constantly live out those values, being able to develop a sense
of accountability and mutual responsibility across the school.
The vision of La Fontaine Academy is founded on a commitment to outstanding education,
engagement with local and global communities, and language teaching. We want our children to
become citizens who can play an active role in 21st century society.
OUR AIMS
La Fontaine Academy is an inclusive, non-denominational, primary school teaching children aged 4
to 11 in English and French. The school opened in Bromley in September 2014.
Our school offers a unique service to parents and communities in Bromley which are underpinned
by our beliefs in inclusiveness and academic excellence and the real value to children’s academic
potential and life chances that arise from the learning of another language. All children are welcome
at our school and we strive for a diverse intake, reflecting our local community. The school:









delivers the English National Curriculum;
focuses on maintaining high standards to secure outstanding assessment results linked to
the English National Curriculum;
focuses on academic excellence in English, mathematics, science, and French. We measure
our success against national standards;
provides pupils with an excellent preparation for secondary education;
develops our pupils’ extraordinary cultural capital through a rich and broad curriculum and
extensive community engagement. We understand education to include a deep
understanding and appreciation of both British and world cultures as well as of the wide
diversity of cultures and customs that make up contemporary life in Britain and beyond;
promotes tolerance and cultural exchange, guiding children to become responsible citizens
in later life;
helps our children become rounded, happy and confident individuals and achieve their true
academic potential in a friendly and disciplined school.
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POST:

ACADEMY BUSINESS MANAGER

GRADE:

Full Time All Year Round (holidays to be taken during school holiday times)

RESPONSIBLE FOR:

Administrative Officers (x2),
Senior Administrative Officer (x1) and
Premises Staff (x3)

ACCOUNTABLE TO:

Headteacher

MAIN PURPOSE OF JOB
To be responsible for all of the disciplines of Finance, Personnel, Premises, Administration and
Resource Management including the planning, development and monitoring of the operation and
delivery of support services within the academy. As a member of the Leadership Team the postholder will support the strategic development of the academy by:
 Assisting the Headteacher in the leadership and development of the academy
 Assisting the Headteacher in the implementation of academy policies and procedures
 Promoting the aims, objectives and ethos of the academy
 Ensuring a healthy, clean and safe environment is maintained to high standard
 Liaising with external agencies as appropriate
 Ensuring specific day to day functions of the academy run smoothly
 Establishing good working relationships with all stakeholders
 Any other duty as required by the line manager to ensure the effective running of the
academy, to include undertaking duties and working with children.

KEY RESPONSIBILITIES
1. Strategic Role
a. Responsibility for strategic planning aspects over current year and a three to five year
periods where financial implications occur in order for the academy to make the best
possible use of resources available and to keep abreast and advise on current
government policies.
b. To identify, explore and secure external funding for the academy whilst reporting to
the Headteacher and Governors, attending leadership team and governing body
meetings where appropriate.
c. To support the development, drafting and recommendation of all policies within the
remit of the role for approval by STEP Board of Directors and the Governing Body.
These policies will include, but are not limited to, Academy Debt, Communication,
Lettings and Charges, Scheme of Delegation, Academy Governance, Financial
Delegation, Risk Management and Health and Safety. In developing policies,
consideration will be given to academy needs, action planning, priorities and
procedures to ensure that policies are communicated and consulted with staff,
contractors, parents, children, the local authority, local academies and other
interested parties.
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d. In collaboration provide vision, strategic direction and leadership in the planning,
management and development of effective operations across the academy in
finance, HR, administration, facilities and ICT.
e. Ensuring that the academy meets its non-teaching legal and statutory responsibilities
through advice, direction and support to the headteacher and the governing body.
f. Working within the leadership team to ensure that the revenue and capital funding,
equipment and resources are managed efficiently and cost-effectively in support of
educational and organisational objectives.
g. Develop and lead an effective, multi-disciplined team made up of both directly
employed staff and external contractors. The team covers all non-teaching functions
and includes, but is not limited to, Finance, HR, Premises, Administration,
Communications and clerical support along with contractors for ICT, cleaning,
maintenance, extended services and catering services.
h. Assist with the development and continuous improvement of all non-teaching staff.
i. To lead engagement and relationship management with the academy’s key suppliers
and ensure that supplies, services and works provided to the academy meet the
needs of the academy and procurement and best value standards.
j. As part of the Leadership Team, to provide, support and challenge to peers as they
explore options for implementing their action plans.
k. To continually enhance the reputation of the academy within the borough and
beyond by building good networks of support and developing effective relationships.
2. General Management and Administration
a. To be responsible for the overall line management and professional development of
the Administration staff, Extended Services and Premises staff developing and
implementing new procedures, protocols and office systems to meet the changing
needs of the academy.
b. To set objectives and manage performance of administration officers,
communications & marketing officer, premises officer, premises assistant and
extended services staff.
c. To support catering manager with the management of catering staff.
d. To provide liaison and support for the Governing Body & their clerk as required.
i. Preparing and presenting reports at all Governor Sub-Committee meetings as
required
ii. Preparing reports (as appropriate) for significant items of importance
iii. Providing financial statements and audit trails
iv. Preparation of statistics when requested
v. Preparation of correspondence arising from Governors’ meetings
e. In collaboration, make recommendations to the headteacher and others to promote
the academy with local businesses, the LA, external agencies and other institutions
including developing and maintaining all the academy’s marketing & information
materials and website.
f. To recommend, establish and maintain computer-aided administration, which
supports all the general work in the academy, including statistical analysis ensuring
that the pupil database and other pupil records are properly maintained and
regularly updated.
g. Timely completion of all stator returns. To include but not limited to, Academy
Census, Workforce Census, EFA returns.

8

3. Admissions
a. To support the administration of admissions (as the admissions authority) for the
nursery, including adherence to the academy’s admission policy, giving information,
where possible, to appropriate staff before the children begin academy. Ensuring
that in-year admissions are conducted in a timely way to minimise the number of
vacant places on the academy role.
4. Personnel and Human Resources Management
a. Be responsible for ensuring effective procedures are in place to meet regulations in
relation to all personnel matters relating to staff.
b. Provide a confidential, effective and efficient personnel service to all staff in line with
the academy’s adopted policies and procedures.
c. Oversee the administration of all personnel matters including recruitment, retention,
contracts of employment and payroll.
d. Oversee the maintenance of manual and computised personnel records securely.
e. Oversee the provision of induction for newly appointed support staff and advice and
guidance to existing staff on issues relating to their employment.
f. Liaise with ‘bought in’ services e.g. Occupational Health, Payroll, HR Adviser.
5. Finance and Accountancy
a. To formulate short (one year) and long term (three to five year) budget strategies
with agreed procedures which are reviewed annually and to prepare and present the
annual budget for approval by the Headteacher and Governors with regular financial
updates and reports over the year.
b. To be responsible for all the financial accounts within the academy; ensuring that all
finance procedures are carried out in line with current regulations, preparing
financial returns and operating all bank accounts, for public funds, academy journeys
and any external grants and to undertake monthly reconciliations.
c. To prepare the academy’s end of year financial statement.
d. To attend as invited all committee meetings and full governing body evening
meetings.
e. To ensure effective monitoring systems of income and expenditure are operated.
f. To undertake the accounting for the academy, recommending appropriate action
where necessary obtaining comparative quotes, where appropriate, in order to
receive best value for money. Having responsibility for ensuring the banking of
monies, payment of invoices, chasing monies owed to the academy, and payment of
casual staff and overtime.
g. To prepare bids for capital development projects, external funding possibilities and
other grants.
6. Premises
a. Work with the Head of Estates and Premises in the management and maintenance
of the academy site (including planned works) and to ensure that contracts for annual
checks are carried out as well as ensuring all insurance and liability insurance policies
are up to date.
b. To ensure, as far as is practicable, that the security of the site is maintained at all
times and to make recommendations for improvement as necessary and is compliant
with Safeguarding policies.
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c. Support the facilities and estate functions of the academy to ensure as far as
reasonably possible that:
i. an asset management plan is developed, implemented and updated in line
with agreed priorities including risk management;
ii. all sites, buildings and facilities are compliant with relevant legislation and
procedures such as health & safety and child protection;
iii. caretaking, cleaning, grounds maintenance and building maintenance
programmes are fulfilled to the agreed quality standards by staff and
contractors;
iv. catering is managed to agreed delivery criteria and within agreed budgets;
v. policies and procedures for contractor and supplier access to site and their
management on site is aligned to children safeguarding policies.
d. Under guidance establish and maintain an academy Health and Safety policy and
oversee a programme of risk assessments and fire drills.
e. To maintain a lettings policy for the academy and explore avenues for letting
premises and increasing income and to develop ways in which the academy can be
accessed for community use.
f. To remain vigilant and to act responsibly to protect children and others from abuse
of a physical, emotional, sexual, neglectful, financial or institutional nature, including
a requirement to report any incidents that have been witnessed, heard or suspected.
g. Commission, procure and manage external services required for the facilities and
estate management function.
h. To undertake other related duties that may be required to meet the needs of the
academy.
7. Contract Management and Procurement
a. To be responsible for and manage all of the academy’s contracts with external
providers which will include, but are not limited to
i. Site Services and Cleaning
ii. Photocopying and Printing
iii. ICT Service and Support
iv. Catering Services
v. Site Maintenance and Health and Safety
vi. ICT Software
b. In conjunction with the STEP Bursar, to undertake negotiations with all potential and
existing suppliers to ensure the academy obtains best value for all goods, services
and works procured.
c. To lead in the development of performance indicators to manage all contractors.
d. To lead in dispute resolution and rectification where contractor performance is not
meeting standards.
e. To identify, research and recommend contractors to the Governing Body.
f. To ensure that the academy adheres to the Procurement guidelines and that major
procurement is communicated to the leadership team and governors.

8. Project Management
a. To be responsible for all non-teaching projects (e.g. building works, ICT installations).
b. To lead the development of project plans and proposals and communicate these
effectively to staff and governors.
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c. To lead and manage the implementation of all phases of agreed projects, and operate
effective management to ensure that issues are identified and resolved
appropriately.
9. Communication and ICT
a. To oversee the maintenance and development of the academy’s website.
b. To ensure that all office & premises staff contribute to professional and welcoming
environment.
c. Work with the Leadership team and ICT Manager to develop a sustainable, costeffective ICT plan that supports both educational and operational objectives.
d. To support the ICT functions to ensure:
i. The ICT plan is implemented within agreed budget, timescales and
specification;
ii. ICT policies, procedures and systems are aligned with Child safeguarding
polices and data protection policies and legislation;
iii. ICT systems including hardware, software and connectivity are effectively
managed to limit malfunction and reduce the risk of mal-use by pupils, staff,
volunteers, parents and other users;
iv. The effective commission, procurement and management of external
resources and services required for the ICT function.
10. Income Generation
a. Ensure that appropriate bids are made, according to requirements, for external
funding.
b. Ensure the academy makes best use of its resources to maximise income generation.
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PERSON SPECIFICATION
Qualifications
Educated to a minimum of NVQ Level 4 in a relevant discipline/subject
Certificate or Diploma of School Business Management from the National College for School
Leadership NCSL)
Accountancy qualification to a minimum of AAT technician stage
Experience, Knowledge and Skills
Experience of using computerised systems for budget planning, monitoring, management and
the financial regulations applicable to academy’s
Experience of using information systems including computerised systems (SIMS / FMS6) in an
administrative environment
Experience of providing high-level administrative support including experience of managing
staff
Experience of developing and implementing a range of administrative and technical policies
and procedures.
Experience of analysing data, developing systems, problem solving and project management
Experience of premises or site management including knowledge of the application of Health
& Safety in a academy/college setting, including good practice relevant to maintenance and
upkeep of a public building and the carrying out of risk assessments
Experience of constructing and writing bids for financial funding and an ability to successfully
generate income.
Knowledge of budget management and resource planning and a practical knowledge of
different avenues of funding
Ability to undertake a wide range of finance, personnel, premises and administrative tasks
Ability to analyse and interpret complex information, make recommendations, manage
change and have an impact on future planning.
Ability to collate statistical data and present in written reports
A good understanding of equal opportunities issues as they affect pupils and their families.
Knowledge and understanding of the nature and effects of racial and economic disadvantage
and inner city deprivation and the ability to develop appropriate responses to the needs
arising. Knowledge and understanding of child protection and safeguarding.
Proven literacy, numeracy and communication skills including being able to respond
appropriately to staff, governors, pupils, outside agencies and the Local Authority
Personal attributes
Ability to work successfully as a team member establishing effective working relationships
and flexible working practices
Ability to work under pressure in a constantly changing and demanding environment and
remain professional at all times.
Ability to communicate effectively and support staff appropriately
Physical ability to perform the duties of the post with the support of aids or adaptations as
required.
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Essential
Essential
Desirable
Essential
Desirable
Essential
Desirable
Essential
Desirable
Essential
Desirable
Essential
Desirable
Essential
Desirable
Essential
Desirable
Essential
Desirable
Essential
Essential
Desirable
Essential
Essential

Essential

Essential
Essential
Essential
Essential

www.lafontaineacademy.org
careers@lafontaineacademy.org
@FontaineAcademy
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