
 
 

 

Hatherop, Cirencester, Gloucestershire, GL7 3NB 

01285 750206  www.hatheropcastle.co.uk 

Hatherop Castle Limited, registered in England Number 8876703 
 

 

 

School Business Manager  

Candidate Pack 

 

  

  

  
 

 



INTRODUCTION 

The opportunity has arisen for an organised, efficient and effective School Business Manager to join this 
highly regarded co-ed day and boarding prep school, located in the heart of the Cotswolds. The school is 
enjoying a period of significant investment and development since joining the Wishford Schools group in 
2014, and a recent ISI inspection found the school to be ‘Excellent’ in all categories.  

THE SCHOOL 

Hatherop Castle School is a co-educational day and boarding prep school for pupils aged 2 to 13, located in 
a stunning rural setting in the heart of the Cotswolds. Set in 21 acres of beautiful landscaped grounds, the 
school enjoys a reputation for high academic standards within a caring, happy environment.  

Children are prepared for entry to a wide range of selective independent secondary schools including 
Marlborough, Abingdon, Cheltenham College, Dean Close, King’s Gloucester, Malvern College and Malvern 
St James, as well as Gloucestershire’s highly sought-after grammar schools. The school has a 100% track 
record of achieving school of first choice and great care and consideration is given to ensure each child 
enters the senior school best suited to their needs. 

Children at Hatherop Castle benefit from a full and challenging curriculum with expert teaching and wide-
ranging extra-curricular activities. Here they build skills, techniques and a love of learning that will serve 
them throughout their school career. The Castle and grounds themselves play an enormous role in the 
children’s experience, providing a wonderful and exciting place in which to spend their childhood, where 
they can play, explore, build confidence and take risks in a safe environment.   

The school operates a very flexible boarding provision and has ambitions for growth and development in this 
area, including the introduction of a weekly accompanied train service from London and further 
development of international links. 

Since joining the Wishford Schools group, the school has begun an extensive programme of investment and 
refurbishment, with improvements to classrooms, boarding accommodation and the common parts of the 
school, as well as upgraded IT facilities and investment in staff. In June 2016 a new Performing Arts Centre 
was completed, providing an outstanding rehearsal and performance space for music, drama and dance. 
The school has recently secured control of a large walled garden which is to be developed to provide 
additional play space for the Nursery and Pre-Prep, for horticultural use and sports facilities. The coming 
years will see significant further investment and the successful candidate will play an important role in 
setting and delivering this vision.  

Last inspected by ISI in March 2016, the school was found to be ‘Excellent’ in all categories. 

For more information on Hatherop Castle School, please visit: www.hatheropcastle.co.uk  

THE OPPORTUNITY 

Candidates are invited to apply for the position of School Business Manager for August/September 2018.  

We are looking for candidates who are: 

• Energetic, enthusiastic and engaging; 

• Innovative, tenacious and committed to the highest of standards; and 

• Well organized, motivated and with a track record of efficient management. 

A full job description and person specification can be found below. 

REMUNERATION 

This is a full-time, year-round role. 

The School Business Manager will be expected to attend evening and weekend functions including plays, 
concerts and Open Days. It may be possible to accommodate flexible working hours during school holidays. 

Salary dependent on experience, but expected to be in the range £35,000-40,000 per annum. 

Additional benefits will include the potential for fee remission, hot lunch during term time and access to a 
pension scheme. 

APPLICATION PROCESS & IMPORTANT DATES  

Applicants should complete the school’s application form and submit this by email.  The application form 
may be accompanied by a covering letter of no more than one page. 

The closing date for applications is noon on 14 May 2018.  

http://www.hatheropcastle.co.uk/


JOB DESCRIPTION 

Responsible To: Headmaster, Hatherop Castle School 

Head of Financial Operations, Wishford Schools (HOF) 

Estates Director, Wishford Schools (ED) 

 

Responsible For: Administration Team 

Site Management Team  

Catering Team  

Drivers 

Cleaners 

 

Overview: 

1. The School Business Manager is the school’s lead support staff professional and works as part of the 
Senior Team to assist the Headmaster to ensure that the school meets its educational aims.  

2. The School Business Manager is responsible for providing professional leadership and management of 
school support staff.  

3. The School Business Manager promotes the highest standards of professionalism and customer service 
within the administrative function of the school and ensures the most effective use of resources in 
support of the school’s learning objectives.  

4. The School Business Manager is responsible for: Financial Management, Administration Management, 
Human Resources, Property Management, Health & Safety, Transport and Educational Visits.  

 

Principal requirements: 

Leadership & Strategy 

 Attend Senior Leadership Team meetings.  

 Attend Management Team meetings 

 Plan and manage change in accordance with the School Development Plan. 

 Work with other schools within the Wishford Group to share best practice. 

 To act, at all times, as an ambassador for the school, promoting the school’s aims. 

Financial Management 

 To be responsible for the sales ledger:  

 ensuring timely information is provided to the finance team;  

 checking that invoices sent to parents are accurate; 

 responding to invoice queries from parents; and  

 ensuring that fees are received promptly. 

 To be responsible for accounts payable including:  

 the management of purchase orders, ensuring correct authorisation procedures are followed 
prior to the placing of orders; 

 agreeing invoices received to purchase orders; and  

 providing invoices to the finance team on a timely basis. 

 To manage relationships with suppliers, creating and managing a list of approved suppliers, and to be 
responsible for ensuring that best value procurement procedures are followed in relation to all school 
expenditure. 



 To manage the collection of information for staff payroll and expenses, including proper authorisation 
of overtime / expenses. 

 To prepare monthly financial information as required for group reporting. 

 To monitor costs and revenues against budget and prepare reports and analysis as required, and to 
explain variances. 

 To assist in the preparation for and management of the year-end audit. 

 To assist in the preparation and management of annual budgets. 

 To ensure that the financial policies and procedures of the group are fully implemented. 

 To set and monitor catering budgets. 

 To be responsible for submitting Early Years Funding claims. 

 To support the HOF with other financial tasks as required. 

Administration Management  

 To manage the school’s administrative function. 

 To be responsible for the smooth operation of the ‘Front of House’ staff to ensure a warm, welcoming 
reception for parents, prospective parents and visitors. 

 To lead and manage the administrative staff (Head’s PA and School Secretary) including managing 
workloads of the team to ensure an appropriate and efficient distribution of tasks. 

 To foster a service orientated, ‘can-do’ approach and a culture of support within the administrative 
team. 

 To appraise all direct reports annually in line with school policy. 

Regulatory Compliance  

 To maintain a thorough understanding of the regulatory framework, including the Independent School 
Standards, the EYFS, Health & Safety requirements, National minimum standards for Boarding etc. 

 To manage the system for monitoring and updating School Policies. 

Human Resource Management 

 To manage personnel files including overseeing and verifying pre-employment checks and ensure that 
the Central Register is kept up to date. 

 To assist with the management of recruitment, appraisal, staff development, grievance, disciplinary 
and redundancy procedures, taking specialist advice to ensure compliance with legal and regulatory 
requirements. 

 To manage and record holidays and sickness for all the school’s employees and ensure that the school’s 
policy is followed. 

Facilities & Property Management 

 To oversee the Site Manager’s overall management of the School buildings and grounds, ensuring the 
correct prioritisation and completion of maintenance requests. 

 To be responsible for liaising with sub-contractors on site on behalf of the ED in the Site Manager’s 
absence. 

 To be responsible for the ordering of maintenance and grounds materials. 

 To manage internal and external events including liaising with School Staff, Hatherop’s Parent 
Association, and external hirers. 

Transport 

 To co-ordinate the use of the school’s minibuses, in partnership with the Transport Manager. 

 To oversee the management of daily minibus routes and drivers, ensuring efficient planning and 
communication of changes to parents. 



Health & Safety 

 To act as the school’s Health & Safety Co-ordinator and Chair the Health & Safety Committee. 

 To ensure the school’s written Health & Safety policy statement is clearly communicated and available 
to all stakeholders. 

 To ensure the Health & Safety policy is implemented at all times, put into practice and is subject to 
review and assessment at regular intervals or as situations change. 

 To enable regular consultation with stakeholders on health and safety issues. 

 To ensure systems are in place to enable the identification of hazards and risk assessments. 

 To ensure systems are in place for effective monitoring, measuring and reporting of health and safety 
issues to the Senior Management Team, the Directors and where appropriate the Health & Safety 
Executive. 

School Trips and Offsite Excursions 

 To act as the school’s Educational Visits Coordinator  

 To ensure the Educational Visits policy is adhered to at all times, and is subject to review and assessment 
at regular intervals. 

 

 

 

PERSON SPECIFICATION 

 

The successful candidate will have the following skills, experience and qualities: 

 Leading by example in honesty and integrity when dealing with the school community. 

 Energy, enthusiasm and commitment to delivering the successful development of Hatherop Castle. 

 Excellent communication skills and ability to build relationships with pupils, parents and colleagues. 

 Attention to detail. 

 ‘Can-do’ flexible attitude. 

 Leadership qualities including authority and empathy to connect with and inspire colleagues. 

 Excellent management skills including the setting of clear goals, effective delegation and time 

management, an understanding of the importance of performance management and appraisal. 

 Experience of financial control and managing budgets. 

 Experience of managing a team of colleagues.  

 Strong IT skills including a good working knowledge of Microsoft 365 (Sharepoint), Excel, Word and 

Outlook. 

 

 


