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Dear Applicant

Here at Emmanuel Diocese of Liverpool Academies Trust we are committed to securing the very best outcomes for our pupils and ensure that they receive a high-quality education rooted in our values expressed through our vision strapline: serving flourishing communities.
 
We want all those within our school communities to demonstrate service to themselves and others in order that all may flourish; utilising their unique gifts, believing in themselves and making a positive contribution to society. We want our children, their families and our staff to go on flourishing to be all that they can be, striving to achieve their full potential in a loving and fully inclusive environment. 

We are proud that our Trust has a history of schools providing education stretching back to 1751 when our first school was founded. Since then, we have been rooted in the Church of England education sector, which prides itself on delivering the very best education to pupils of all faiths and those without faith.
 
The Role of School Business Manager (3 days a week equivalent)

The School Business Manager plays a pivotal strategic leadership role, working closely with the Headteacher, governors and senior leaders to ensure the school operates efficiently, effectively and sustainably. The postholder leads key areas including finance, human resources, premises, health and safety, administration and compliance, enabling staff to focus on delivering the highest quality education for pupils. As a member of the Senior Leadership Team, the School Business Manager contributes to the school's continued development, supporting its Christian vision of helping every child and adult to flourish within a thriving and inclusive community.


The Role of Trust Business Manager (2 days a week equivalent)

Are you seeking an opportunity to play a key role in supporting the project management and administration functions of our Trust and ensure that through this the very best education is provided in our schools for our pupils? Do you want to work closely school leaders, the Trust CEO, Trust DCEO and Trust CFO and other central team staff, at a time of Trust development? Are you looking for a role which provides the ongoing support and training needed for you to continue to progress in your experience and help achieve excellence across our Trust?
 
Emmanuel Diocese of Liverpool Academies Trust is looking for a candidates with appropriate  project management and administration experience, to become our new Trust Business Managers. 
 
As a Trust Business Manager, with the CFO, you will hold the portfolios as being the trust lead administrator for Data Management & Media (Performance Data & Digital Infrastructure, Comms)

We are looking for Trust Business Managers who will support the CEO and trust leadership team in providing administrative support and project management in a strong Christian diocesan multi-academy trust, ensuring creativity, support, robust management, compliance and sustainability across the Trust and our Academies. 

If you feel that you have the skills and attributes this role requires, we would love to learn more about you. We hope this pack contains the necessary information you require to make an application and would welcome any questions you may have about this vacancy. 
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‘Let your light shine.’ (Matthew 5:16) 

St Barnabas CE Primary School is a welcoming and inclusive Church of England primary school located in the heart of Warrington. St Barnabas serves a diverse community, with a large majority of pupils speaking English as and additional language. The school serves children aged 2 to 11 and joined the Emmanuel Diocese of Liverpool Academies Trust in July 2026. The school's vision is rooted in Christian values and is focused on enabling all pupils and adults within the community to flourish academically, spiritually and personally.
St Barnabas has established a strong reputation for educational achievement and continuous improvement. The school's most recent Ofsted inspection in March 2024 judged the school to be Good. The inspection recognised the quality of education, pupils’ exemplary behaviour and the school's commitment to supporting pupils' development and wellbeing. 
Published performance information indicates that pupils achieve outcomes that compare favourably with local and national averages. Recent data shows pupils performing above national averages in reading, writing and mathematics, with particularly strong progress measures in writing and mathematics. 
The most recent inspection took place in November 2022, evaluating the impact of the school's Christian vision on pupils, staff and the wider community. St Barnabas was judged to be excellent in all areas; the inspection highlighted the effectiveness of the school's Christian ethos, its commitment to inclusion and its focus on enabling every member of the school community to flourish. 
The school combines strong educational outcomes with a deeply inclusive and values-driven culture. Staff, governors and trust leaders are committed to continuous improvement and to ensuring that pupils receive an excellent education within a caring Christian environment. This creates an exciting opportunity for a new School Business Manager to contribute strategically to the school's future development, financial sustainability and operational excellence.
For prospective candidates, St Barnabas offers the opportunity to work within a supportive academy trust, a diverse and vibrant school community, and a leadership team focused on achieving the very best outcomes for all children. 




Emmanuel Diocese of Liverpool Academies Trust

[image: ]Serving flourishing communities.

This diocesan multi-academy trust for the Diocese of Liverpool has been set up from Summer 2024 with the first convertor schools gaining approval from the DfE Regional Board in early 2025 to support converter schools wishing to join the diocesan family of academies, and in time, act as a sponsor for underperforming church schools in the Diocese. The purpose of the trust is to maintain and ensure rapid improvement of schools which need support now (and in the future) and to act as a vehicle for enabling the sharing of best practice and economies to be achieved across the group of academies.

At the heart of our aims and objectives is the provision of high quality education for all children based on clearly established Christian values and principles. We see it as the right of every child in our schools to receive the best educational experience possible that develops them academically, socially, spiritually and emotionally. We believe that every child should know that they are loved and valued and that everyone should be able to reach their full potential.

We work closely and collaboratively with all our schools and other partners to ensure that we offer a strong caring ethos, a clear moral purpose and inclusive values. We believe that these foster:

· Higher academic standards and improve school performance
· Greater opportunities and enhanced community aspirations
· An inclusive and welcoming environment for those of all faiths or of none
· An open Christian ethos with values in whom all can achieve their full potential

We encourage all our schools to see themselves as part of a family with a shared vision and identity. This shared vision includes the wish to work in partnership with each other to support, challenge and encourage and so to provide the very best educational experience to all their children.

Working with schools, hubs and other partners such as DBE Services, we apply rigour in recruitment and professional development processes to furnish our schools with the best leadership, along with highly effective governance to secure high expectations for all schools and to ensure effective improvement systems and the raising of standards for all. We are committed to appointing and supporting the very best teachers and support staff to all our schools and to providing them with the resources, training and support they need to ensure all children progress well and achieve the very best they can.

Through strong financial management and operational processes, the trust and its schools will benefit from a secure financial footing upon which decisions for school improvement and innovation are well-informed, resourced and evaluated.
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What will Emmanuel provide to its people: children staff, governors and community?

E    	Equity and excellence underpins practice
M       	Mission-led ethos providing care and enjoyment
M   	Motivational ambition for staff and children       	
A 	Access to high quality professional development
N 	Networking within and beyond for the benefit of pupils 
U		Uniqueness of each child and community celebrated
E		Effective resource management for best value
L		Leadership opportunities at all levels


[bookmark: _Toc216906740]Our journey to date...
Over the last seven years, six schools have been working together for school improvement.  Since then three more schools have joined the group.   From this group of nine schools, the formation of a Multi-Academy Trust has taken place with the approval of the Diocese Board of Education.
Currently the nine schools have over 2500 pupils.
THE CEO is supported by a Deputy CEO, an Education Director and a Chief Finance Officer.  
The CEO, DCEO, CFO are currently supported by one Trust Business Manager, with a particular focus on estates and compliance.
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[image: ]Key Priorities for the Trust
The priorities for the Trust and consequently its Chief Executive and Central Team are: ‐
· To set up a multi-academy trust that lives out its Christian vision and establishes effective processes in education, finance, people, and property management, under effective governance arrangements. 
· To develop medium term growth ambitions envisioning a MAT of around 12 schools whose practice and ethos are supported through our mission and values. We believe this will give optimal benefit to our pupils and communities, and be a springboard for future long term development.
· To actively support and monitor Academies in the Trust in programmes of continuous progress and development, towards high performance and achievement of pupils, staff and schools.
· To actively support and enhance the wellbeing and achievements of pupils and staff through collaborative professional networks, projects and forums for school leaders.
· To review the curriculum offering across the Trust’s academies to ensure that it is effective, sustainable, affordable and ensures that all students in our academies have the best possible opportunities to succeed and achieve.
· Manage the reputation of our trust and its academies so that they are the ‘go to’ place in their localities for the best possible education, and as such reach their recruitment and subsequent attendance targets.
· Manage and develop school improvement support approaches that ensure that best practice is shared within the Trust, but that assiduous focused networking also ensures that best practice nationally is applied within our organisation and schools.
· Manage and develop services in procurement and advice to ensure that schools within the Trust have access to goods and services at the best possible prices, and are assisted in efficient and liberating management practices.
· Ensure the finances and governance of the Trust operate to the highest standards, within the agreed framework and plans. We will also ensure that we support each academy operates within the agreed framework to maintain financial probity.
· Provide support and training to Governors taking up responsibility in our schools to ensure they are properly equipped to be the critical friends of the Head Teachers and staff, and develop a framework of knowledge to enable them to effectively undertake their roles.
· To develop strategies to support Capital Developments within the Trust.
· To network assiduously on a wider platform so that our trust’s views can be voiced and presented, as well as to develop a valued presence within the regional and national arena of the Church of England Education Office and Educational Exchange.
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Job Title: 	School Business Manager 
Trust Business Manager 
		

Reporting to: 	School Business Manager – report to Headteacher 
Trust Business Manager (Data and Media) – report to CEO 


Accountable to: Chief Executive Officer

Located: Diocese of Liverpool / SMILE Centre, Warrington.

The School & Trust Business Manager will be an experienced member of school administration teams within the Emmanuel Diocese of Liverpool Academies Trust.  They will be a proactive administrator who supports project management and enables school development and improvement.  They need to be able to work and contribute to the Christian vision, values and ethos for the School and Emmanuel Diocese of Liverpool Academies Trust (EDLAT).

[bookmark: _Toc216906744]Key Purposes: 

To support:
· The Headteacher in being the lead administrator for the school in its business functions of:
 • To play a central role in the leadership and strategic development of the school, through leadership of school support functions; providing direct assistance to the Headteacher, Governors and Senior Leadership Team.
• To support the raising of standards of pupil achievement through the provision and line management of efficient and effective business and support services.
• To provide strategic vision and leadership in all aspects of finance, HR, premises and health and safety.
• To ensure adherence to and implementation of all legal and safety requirements with regard to people, property and resources. 

· The CEO in being the trust lead administrator for Data Management & Media (Performance Data & Digital Infrastructure, Comms)

[bookmark: _Toc216906745]Principal Accountabilities and Responsibilities (Trust Business Manager)

To support the CEO to deliver the following: 

1. Support Strategic Management
 
1.1 Provide strong administrative support and project management administration to enable the portfolio areas to support the strategic leadership and direction of the Trust and its academies within the vision and strategy agreed by the Trust Board.

1.4 Build effective processes and procedures to increase capacity to the central team, whilst working with school staff to work collaboratively. 

1.5 Support the provision of information and processes to enable directors and local governing boards to meet their statutory duties and to meet the needs of external agencies such as DfE, LA, diocese.

1.6 Support the delivery of a Trust annual business plan and key documents such as the Trust’s long-term strategic plan, self-evaluation and improvement plans of the academies.

1.9 Maintain an outward facing role on behalf of the Trust to strengthen its future growth and relationships with all partners and stakeholders, including but not limited to, the Diocese of Liverpool, the national Church of England Education Office, the Regional School Commissioner (RSC), Department for Education (DfE), academy headteachers, LGBs, local authorities, pupils, parents, staff and their local communities. 

2. Support Leadership and Management 

2.1 Provide motivational and inspirational administration to leadership at all levels of the organisation, committed to the highest achievement in all areas of the Trust’s work, and develop an ethos of continuous improvement  

2.2 Support those who lead and manage all operations through the agreed organisational structure and accountability matrix.

3. Teaching and Learning/School Improvement 

3.1 To support those who are accountable for all aspects of teaching and learning and standards across the Trust, setting high professional standards and ensuring the Trust’s education vision is understood and embraced. 

3.2 To support those accountable for developing and leading the framework and systems for school improvement across the Trust, providing quality assurance and accountability. 

3.4 To provide administrative support to those who develop and lead a Trust-wide improvement service, committed to working with individual School leaders and support them in ensuring that the requirements of each academy’s performance are identified and analysed, appropriately costed, prioritised and that actions are developed and secured. Supporting the negotiation, as required, the commissioning of external support from a range of providers through academy to academy support and/or external support from a range of quality assured sources. 

3.6 Contribute to a positive culture of challenge, support and high expectations for all children that ensures a continuous and consistent focus on pupil’s whole child and academic achievement and development. 

6. Safeguarding and Compliance 

6.1 Support those responsible for ensuring that the Trust and all schools within the Trust meet their safeguarding responsibilities in line with current legislation. 

6.4 Support those responsible for ensuring the effective capture of all data to meet statutory and legislative requirements. 

6.5 Support those responsible for embedding across the Trust clear quality assurance systems that drive consistency and improvement in performance. 

Support the CEO and leadership team in delivering the specific portfolio:

Data Management and Communications

Support the development of an Digital Strategy, providing administration and support to project management of digital matters.

Supporting the establishment and maintenance of Trust-wide information on educational data relating to pupils and staff, including Trust MIS.

[bookmark: _Hlk216903589]Support the development of effective communications across the trust including online trust community platforms, social media and complaint management (at trust level) 

Provide administrative support and support to project management for

· data related to performance, behaviour, attendance and safeguarding data (in association with Education Officers).

· DfE returns including Census Return checking

· effective communications across the trust including online trust community platforms, social media and complaint management (at trust level)
· 
Provide data and information for the leadership team to report to Directors

Principal Accountabilities and Responsibilities (School Business Manager)

To support the headteacher to deliver the following: 

7. General

7.1 To fully participate as a member of the school’s Senior Leadership Team and act as a trusted advisor to the Headteacher, Senior Leadership Team and Governing Body on matters related to Finance, Premises, HR and Health & Safety

7.2  To prepare appropriate materials for meetings of the Governing Body and its relevant committees within the scope of the job purpose

7.3 To attend relevant Governing Body meetings and school events as appropriate and required.

7.4 To develop, implement and maintain appropriate policies for Finance, Premises, HR and Health & Safety

7.5 To carry out any other duties reasonably required by the Headteacher.

8.0. Finance

8.1 To monitor the annual budget and three year forecasts, through liaison with the CFO

8.2 To ensure the school has appropriate and accurate financial systems, processes and records

8.3 To advise the Headteacher, SLT and Governing Body on financial matters through liaison with the CFO

8.4 To ensure the completion of all statutory returns

8.5 To implement and monitor procurement and value for money processes

8.6 To develop and implement income generation strategy including bid and grant management, funding, business and sponsorship activity

8.7 To lead under direction from the CFO the tender process for all service contracts, projects and building

9. Personnel/HR

9.1 To oversee the provision of professional Human Resources support services to all school staff and leaders

9.2 To provide the Headteacher, SLT and Governing Body with professional and legally sound advice, guidance and support on all HR related issues including but not exclusive to payroll, expenses, salaries, maternity/paternity procedures, absence management, performance management, equal pay, redundancy, TUPE, disciplinary, discrimination and implementation of all HR policies and processes.

9.3 To be responsible for supporting recruitment processes - including safeguarding and liaison with HR . 

9.4 Maintain confidential staff records

9.5 To manage the payroll services, ensuring all staff salaries are accurate and remunerated on time.

9.6 To ensure salary and expense claim forms are authorised on a monthly basis.

9.7 To have oversight of Census and School Workforce Return
10.  Facilities

10.1 To ensure the effective provision and maintenance of all school facilities

10.2 To develop, implement and monitor a 5 year rolling plan for the maintenance and refurbishment of the fabric of the school

10.3 To work with the Headteacher on the development of capital projects

10.4  To ensure contracted services are managed effectively

10.5 To ensure the school’s security in particular access to site, keys and locks, intruder alarm system and oversee the Site Manager in the role of maintaining security

10.6 To carry out the role of School Health & Safety Officer, responsible to the Headteacher for all Health & Safety matters

10.7 To ensure the school provides a healthy catering service conforming to statutory requirements

10.8 To ensure the maintenance and upkeep of outside areas in conjunction with the caretaker

10.9 To oversee the supply of utilities into the school

10.10 To have overall responsibility for a high standard of cleaning, maintenance, security, grounds maintenance and development of buildings across the school, both internally and externally

11. Health & safety

11.1 To ensure the formulation, monitoring, implementation and review of the school’s Health & Safety, and Management of visitors into the building Policies

11.2 To advise staff on health and safety matters as appropriate 

11.3 To report to Governors on health and safety matters

11.4 To oversee emergency procedures and ensure up to date emergency plan is always in place

11.5 To ensure the school is compliant with all fire risk and precaution measures


12 . Marketing, Social Media and Brand Strategy

12.1 To take a lead in establishing strong and effective links with local businesses and schools as well as the wider community

12.2 To build strong and effective partnerships with Business Managers of other Warrington Schools and Colleges

12.3 To oversee the development of creative and professional marketing and promotional publications for all stakeholder groups including open day advertisements and material, prospectus, photos, newsletters, online materials and media releases

13. Other

13.1 To provide daily oversight to ensure effective administration functions throughout the school


13.2 To be responsible for the school’s Management Information Systems (Arbor), and all staff user accounts

13.3 To oversee and ensure full GDPR compliance by all users of the school’s network.

13.4  To remain up-to-date with all regulatory requirements and to ensure that the school’s policies and procedures are fully compliant with all legislation

13.5 To be committed to continuous professional development
13.6  Any other duties as directed by the Headteacher commensurate with the responsibility and salary grade
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A = Application, I = Interview, R = Reference

	Qualifications:
	Essential
	Desirable

	GCSE or equivalent in maths and English 

	A/I/R
	

	Educated to degree level qualification or equivalent
	
	A

	NCSL Diploma in School Business Management or willingness to undertake this within 2 years of appointment
	
	A

	Accountancy or finance related qualification
	A
	

	A record of recent and relevant continuing professional development relevant to the portfolio
	A/I/R
	



	Experience relevant to the portfolio:
	Essential
	Desirable

	 A minimum of 3 years’ in school administration (or equivalent).
	A/I/R
	

	   Demonstrable success in providing administration to leadership teams 

	A/I/R
	

	Experience of successful working with staff teams

	A/I/R
	

	Evidence of providing administration and supporting project management in the areas of the relevant portfolio

	A/I/R
	

	Experience in managing and overseeing large budgets
	A/I/R
	

	Experience in site facilities management and management of third-party agencies and contracts, including the ability to interpret and recommend policies to meet specific circumstances and external demands as necessary
	
	A/I/R

	Proven experience of working with partner agencies/organisations to achieve collaborative results 

	A/I/R
	



	Knowledge/Skills relevant to the portfolio:
	Essential
	Desirable

	Clear understanding of current educational administrative landscape 

	A/I/R
	

	Awareness of the relevant statutory frameworks, policies and legislation 

	A/I/R
	

	Experience of data management and recording 

	A/I/R
	

	Effective communication skills in writing and verbally.

	A/I/R
	

	Effective IT skills including communications, calendar management, emails, online video calls. 
	A/I/R
	

	Operational knowledge, understanding and experience of HR and employment legislation, regulations and procedures
	A/I/R
	

	Evidence of leading & empowering staff at all levels providing responsibilities and clear accountability
	A/I/R
	

	Management of contracts and practical experience of financial bidding systems and income generation
	A/I/R
	





	Personal and Professional Qualities:
	Essential
	Desirable

	Commitment to the Christian values of the Trust 

	A/I/R
	

	Ability and commitment to working flexibly and collaboratively 

	A/I/R
	

	Highly effective and credible, who inspires the respect and support of others and has an open and approachable interpersonal style 

	A/I/R
	

	Fluent and effective communicator, with highly developed interpersonal skills.
	A/I/R
	

	Ability to build a positive organisational culture, encourage reflection, delegate responsibility, build teams, strive for continuous improvements. 

	A/I/R
	

	Excellent relationship management, able to build effective working relationships at all levels, reinforcing partnerships. 

	A/I/R
	

	Someone who can establish and develop systems and processes.

	A/I/R
	

	Ability to remain calm under pressure and be self-motivated. 

	A/I/R
	

	Reliable and trustworthy. 

	A/I/R
	

	Emotionally intelligent and perceptive, resilient and innovative

	A/I/R
	



	Other
	Essential
	Desirable

	Driving licence and own transport
	
	A



	Application Letter
	Essential
	Desirable

	A letter should be submitted alongside your application form, outlining clearly how you would meet the criteria of this post and the knowledge, skills and attributes you would bring to the role.
	A
	

	The application form should be fully completed and accurate
	A
	



	References
	Essential
	Desirable

	Successful references from two referees, one must be current employer
(current employer must be Headteacher approving secondment to the post in event of successful appointment)
	A/R
	

	Positive faith reference demonstrating regular and active member in a Christian Church*.
	
	A/R


 

[bookmark: _Hlk214561335]*Christian church means any church which is designated under the Ecumenical Relations Measure nationally by the Archbishops of Canterbury and York or locally by the diocesan bishop, or is a  member of churches Together in England, or the Evangelical Alliance, or a partner church of Affinity’
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Professional Development Opportunity and Progress 

Emmanuel Diocese of Liverpool Academies Trust is at an exciting period in its development. Soon, we will have nine primary schools in the Trust and have an ambitious growth strategy for the next 3-years. 
Our new TBMs and SBMs will play a key role in the development of our Trust, and we are committed to making an investment in appropriate training and formal qualifications to support further career progression moving forward.
 
Application

A copy of this ‘Application Pack’ and ‘Trust Application Form’ is available by email from recruitment@edlat.org.uk.  

Key Dates

The timetable for recruitment is:
[bookmark: _Hlk214561364]21 September 2026 – Post advertised
12th October 10.00am – Closing date
12th October - Shortlisting
16th October – Interviews 


Please email all application forms to recruitment@edlat.org.uk

Salary & Hours 

Grade 7 
22.5 or 37 hours
[bookmark: _Hlk214561402]
Further information
If you would like to discuss this opportunity, please email the Headteacher of St Barnabas, Jane Hodgkinson head@stbarnabascewarrington.co.uk  or the CEO, Chris Metcalfe via office email (office@edlat.org.uk) and we would be happy to make an arrangement for a discussion.

[bookmark: _Toc216906747]How to apply

Please submit the Emmanuel MAT Application Form with a Letter of Application saying in no more than one side of A4 in succinct bullet point format why you think you are the person we need, and providing verifiable evidence of your experience, skills, abilities and knowledge.
Your application should include full contact details (address, daytime, home and mobile telephone numbers where applicable and email addresses) and contact details of two referees. A faith reference may be provided along with their contact details.
For each referee please provide name, position, organisation, telephone numbers and email addresses where known. One of [image: ]these referees must be your current/recent employer. If you do not wish us to contact referees at this stage, please make this clear.

Please return your completed application electronically to our recruitment team: recruitment@edlat.org.uk.  A signed copy will be required if attendance to interview.

All appointments are subject to satisfactory references and eligibility to work in the UK.
The Trust is committed to safeguarding and promoting the welfare of all children and young people and expects all staff to share this commitment. An enhanced DBS will be required. 
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