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Welcome from Patrick Sullivan, Head Teacher

Thank you for your interest in the position.

We are seeking to appoint a highly motivated School Business Professional who is fully committed to
taking an active role in all areas of business in our school. The successful applicant will lead Support
Services and help deliver on strategic Financial Management, Human Resources, Site and Facilities,
Health & Safety, Administration, School Development and Compliance.

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.

This post is suitable for an experienced School Business Manager or someone who is seeking a career
progression opportunity who is eager to undertake training and development to become a fully
qualified and competent business professional in a Single Academy Trust.

We strive to give the very best well-round educational experience for our students. We are not a
school driven by central government initiatives; we do what is best for the young people in our care.
For example, we do not insist on children taking English Baccalaureate, we advise each family on an
individual basis.

Eggar’s is committed to ongoing improvement and we recognise there are always areas where we can
still improve further. In September 2012 we converted to Academy status, which has already provided
a catalyst for improving our buildings and facilities. We have a new 100 metre, floodlit Astro-turf sports
facility and a bespoke Refectory to accommodate over 400 students.

Our Eggar's Experience programme is unique, where all staff run a club of their choice which offers
many fantastic extra-also curricular opportunities for students; and staff really enjoy it. We have the
NACE (National Association for Able Children in Education) award for our provision for Able & Talented
children. This is nationally recognised and held by only 2% of schools.

Shortlisted candidates will be invited to interview. Interview days usually involve time for applicants
to get to see the school and staff they will be working with, as well as a number of assessment activities.
Interviews are normally arranged within three weeks of the closing date. | am sorry that we will not
be able to reply personally to all unsuccessful applicants, but please be assured that we will take the
time and trouble to read each application carefully.

Eggar’s School is committed to safeguarding and promoting the welfare of children and young people
and expects all staff and volunteers to share this commitment. We will ensure that all our recruitment
and selection practices reflect this commitment. All successful candidates will be subject to a
Disclosure & Barring Services check, along with other relevant employment checks. The application
form is available on our website www.eggars.net.

Yours sincerely

S

3. ol
Patrick Sullivan
Head Teacher


http://www.eggars.net/

Welcome to Eggar’s School

Eggar’s School is situated at one end of the beautiful and historic Wey Valley, beneath the wooded
slopes of the Hampshire Downs. The school has one of the oldest foundations in the county.

Under a Trust Deed dated 21 March 1638, a local farmer named John Eggar realised his idea of
providing a school to serve the needs of its community. He appointed ‘Feoffes’ (Governors) and
negotiated the purchase of 39 acres of land at Anstey. Unfortunately, he did not live to see his scheme
become reality, but Eggar's School thrives and achieves continuous improvement. Each year, in a
Founder's Day service at Holybourne Parish Church, the school community remembers John Eggar.

The first Head Teacher was appointed in April 1642, and Mr Patrick Sullivan is the 27th Head Teacher
to lead our school. In 1968, the school moved from the original site to the modern buildings and
spacious grounds it now occupies at Holybourne. Since 1979, it has been an 11 — 16 comprehensive
school aiming to build on its proud tradition by continuing to provide the very best, high quality
education for all its children.

We translate this important sense of history into the traditional values of good manners, courtesy and
cooperation. We encourage all our students to believe in the importance of respect; respect for
themselves, for each other, for their local community and for the community of the world. We are
proud of the effect of this emphasis on the young people who leave Eggar’s with affection for their
school and its traditional values. They carry these comfortably alongside the modern values of
flexibility, independence, self-discipline and resilience. They are well prepared for a successful future
in a challenging new millennium.

Eggar’s School Aims

We encourage every individual to belong, to aspire and to achieve. We have high expectations and
believe in high standards, a learning environment in which the aptitudes and interests of each
individual child are recognised, respected and fully developed. We know our students well.

We offer a variety of approaches and teaching strategies to develop each student as an independent
as well as a cooperative learner. We strive to prepare students for a life beyond school and focus on
developing Independent Learning skills.

We seek to match the curriculum to the needs of the individual so that each student develops
confidence and a sense of achievement through learning.

We provide continuous professional development for all staff which serves the students very well
indeed.

We believe in partnership with parents. We consistently seek to develop this further, and to enrich the
curriculum through involvement in our community.

We train student teachers and Newly Qualified Teachers through the recently updated National Early
career framework. We support staff at all levels to improve, develop and further enhance their career
prospects. If staff leave the school for promotion and career enhancement, we have done our job. We
are always looking to develop School Leaders. Support Staff and Teaching staff are supported in
exactly the same way. Some members of the Support Team started at the lowest grade and have
progressed to higher grades.

Eggar’s is a caring school in which we encourage all members of the school to respect themselves,
each other, our local community and the environment.



Facilities

Eggar's School is set on a magnificent 30-acre site, which gives us excellent recreational space
including 100 metre astro-turf sports pitch. We have a well-equipped Sports Hall with a fitness suite
and a large Computer Science Centre, alongside our catering refectory.

We have a very successful Arts Faculty, with fine art, three-dimensional art and music great strengths
of the school. We have specialist art areas with two music suites, five practice rooms and a drama
studio leading into an open-air amphitheatre. We have a Learning Resource Centre and Library.
Students also enjoy the use of covered walkways, landscaped seating areas and a large reception area
where children’s work is displayed.

Contact with Parents

The school values and encourages its partnership with parents. Parents and carers are invited to meet
subject teachers during the year and progress reviews are issued to keep them informed about the
progress of their children.

Curriculum and Teaching Organisation

Years 7 and 8

The curriculum we offer has always been broad and balanced including English, Mathematics, Science,
Computer Science, Design Technology, Physical Education, History, Geography, PPD (Philosophy
Personal Development) French and Spanish, Music, Art and Drama.

Years 9, 10 and 11

The programme of study in Years 9, 10 and 11 have been developed to deliver an academic and
vocational curriculum to meet the needs, aspirations and interests of our students. Every student
studies English, Mathematics, Science, Computer Science and Physical Education. There is an
opportunity for choice at this level and every effort is made to accommodate the wishes of students
and their parents. The school offers a diverse range of KS4 courses including many of the more
practical BTEC courses. Some students study KS4 courses at other schools or colleges in Hampshire.

Pastoral Care

Our concern for individual students is reflected in our pastoral organisation. The school is year based,
each year having a team of tutors and a Year Leader. Tutors and Year Leaders stay with their groups
for the full five years. The role of the Year Leader is fundamental to the system; each one has a specific
responsibility for the progress for the year group and has a distinct curriculum role. As with all
managers in the school, an important aspect of the role of the Year Leader is to monitor learning. All
teachers and tutors in the school are trained to use our data systems so that they can track and monitor
the academic development of each individual child and ensure that all children make progress. In 2011
we introduced a House System, which has energised the rewards system and brought staff and students
from all parts of the school together in a vibrant and warmly competitive atmosphere.

Service
Please note that it may not be possible to transfer across previously accrued service with other local
authority schools or colleges.



Salary
The salary payable for this position for 37 hours per week and 52 weeks per year will be within the pay
ranges of £42,290 - £55,480 depending on experience.

Working Hours
Monday — Thursday 8.00 — 16.00 and Friday 8.00 —15.30 (inc half hour daily lunch break)

Equality and Inclusion

British and European law states that a person cannot be employed to this post if they do not have
permission to live and work in the United Kingdom.

Staff Benefits at Eggar’s School

Eggar’s School enjoys a supportive work environment and offers staff a number of benefits:

Free on-site parking

Tea and coffee provided free of charge

Employer contributions to the Hampshire Local Government Pension Plan

Access to a free and confidential counselling support line and face to face sessions

Free eye tests every 2 years if a DSE user, and a set payment towards the cost of glasses if, as a
result of the eye test, it is considered necessary by the optician that glasses be worn for display
screen work.

» Travel/mileage reimbursement for business reasons.

YV V VY

Data Protection Act 2018

You will be responsible for ensuring that workplace responsibilities such as confidentiality, treatment
of personal information and records management are carried out in compliance with the requirements
of the Data Protection Act 2018 and the Employment Practices Data Protection Code 2002.

Disclosure & Barring Certificate

Successful applicants will be required to complete a Disclosure & Barring Certificate application,
together with other pre-employment checks.



Job Title: School Business Manager
Reports to: Head Teacher

Job Description:

Principle Accountabilities

e A member of the Academy'’s Leadership Team (LT), reporting to the Head Teacher.

e Attending Finance & Personnel committee meetings and reporting to Trustees.

e Liaising with the Governance Professional (Clerk to the Board) to ensure Company Secretarial
duties are performed efficiently and the Company Books are kept updated.

e Promoting sound financial management, working alongside the Finance Manager, to ensure
the Academy operates within the ESFA's financial criteria and meets with internal and external
audit requirements.

e Working alongside the Site Manager and Health & Safety Officer, to ensure operational
efficiency of the Academy premises including health and safety, risk management, fire safety
and premises maintenance.

e Strategic leadership and management of the Catering & Development Manager and liaising
on the day-to-day service provision, to ensure an excellent catering provision is in place at the
Trust.

e Managing the disciplines of Human Resources (HR) and working with the HR Officer, to
support safer recruitment, new employee induction, staff training, performance management,
payroll and policy and procedure compliance.

e Recruiting, training and managing Support Staff.

e Writing capital bids and, together with the Head Teacher, work with external agencies to
support the Academy’s development programme, in line with its School Improvement Plan.

e Maximising revenue by integrating commercial activity within the wider operations of the
Academy to generate income for the Trust.

e Procuring goods and services on a value-for-money basis to support education delivery within
the context of regulatory frameworks and current legislation.

e Negotiating, managing and monitoring contracts to ensure the deliver value for money at all
times.

e Supporting the Data Protection Officer with ensuring Data Protection compliance and helping
the school community understand how to comply with Data Protection law.

e Representing the Head Teacher at the school’s Parent Teacher Association (PTA) meetings and
supporting the PTA with fund raising activities.

A full role profile will be available.



Application Procedure
Applicants should complete an application form in full before your application can be considered. It
is available to download from our website www.eggars.net Please submit your application so that it

is received no later than the closing date and time.

Eggar’'s School
London Road
Holybourne
Alton
Hampshire
GU34 4EQ

FAQ: Pippa Ellwood PA to the Head Teacher

Application Form Completion
Please ensure that the application form is fully completed, including the Equality Monitoring Form.
Two referees must be supplied, as indicated on the application form. Please indicate on the form
where you saw the post advertised.

Receipt of Application
Applications are acknowledged (by email whenever possible) withing three working days of receipt. If
you do not receive an acknowledgement within this time, please contact us immediately.

E: enquiries@eggars.hants.sch.uk

School Business Manager Job Specification

senior operational and
strategic levels

Experience at leading teams
Sound knowledge of

legislation, policy and
practice regarding Finance,

working as a business professional

Working with young people
Project management

Revenue generation,
completing bids and
applications to raise extra

Attributes Essential Desirable Assessment
Method

Qualification | Minimum AAT CSBM, DSBM, ADSBM or ILM Certification and
and qualified (or other specialist Application
Professional | Qualified to high level in qualification)
Development | Maths and English.

Minimum requirement Accounting qualification

GCSE pass level

CIPFA Accredited

Competency in Microsoft

applications including Member of ISBL

Word, Excel and Outlook

Experience Experience of working at Minimum 3 years' experience Application
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HR, H&S, Catering, Site &
Facilities, Procurement,
Contracts and Administrative
Management.

Computerised experience in
payroll systems

Have up-to-date knowledge
of legislation and guidance in
relation to the safeguarding
of children.

Experience of project
management

Willingness and motivation
to develop own skills and

funding

Knowledge and understanding
of property management,
ideally in an education

proficiency
Personal Exceptional
Specification | interpersonal, Application
communication and and
relationship-building interview

skills

Effective team player that
works collaboratively and
effectively with others

Supportive, motivational and
inspirational to both
colleagues and students by
leading through example

Flexible, energetic approach
and open to change

Resilient, patient, empathetic
and

optimistic

Able to accept criticism and

work well under pressure.




Skills

Ability to think
strategically and
conceptualise risks and
challenges that may
impact project outcomes

Ability to analyse a
diverse range of
information to make
strategic decisions.

Commercial awareness
and a willingness to
adopt an entrepreneurial
approach

Meticulous attention to
detail and a high level of
accuracy

Ability to produce a wide
range of reports for senior
leaders and governors

Highly organised and able
to delegate

Problem solver and decision
maker

Ability to prioritise and work
in an organised way to
achieve objectives

Have a commitment to
safeguarding and
promoting physical and
emotional health and well-
being

Communicate effectively to
a wide range of different
audiences (verbal, written,
using ICT, as appropriate)

Willing to undertake
appropriate training

Maintain a calm,
approachable manner at all
times




Equalities and
Diversity

Strong understanding of
equalities and diversity

Application and
interview

HR and Cover Officer Job Hazard Assessment

Job Specific Information
The following information highlights hazards related to the role that could pose a risk to the post
holder. Applicants should be aware that where roles are exposed to hazardous risk, risk assessments
are undertaken and control measures are put into place where possible.

Manual Handling

The types of manual handling operation involved in this Objects
role are:

The above manual handling operations are required on i ;
the following basis: nirequen
The wqghts mvglved in th.ese manual handling Up to 5kg
operations are likely to be:

Display Screen Equipment

This role will require the post holder to be
a Display Screen Equipment user and will
involve the use of:

A desktop computer
A laptop
A tablet

Job Characteristics

This role involves working with children
and young people:

Between 11 and 16 years of age

This role also has potential to involve:

Verbal abuse and/or aggression and this is likely on an
infrequent basis

Work Environment

which involves:

This role is carried out in an environment

Lone working on occasions

Applicants should be aware that where roles are exposed to hazardous risks, risk assessments are
undertaken and control measures are put into place where possible.







