
 

   
 
 
 

 
 

 
 
 
 

 
 
 
 
 

Dear applicant, 

Our vacancy 

Thank you for your interest in our vacancy for a School Business Manager at Northbourne.  This is a permanent post 

for 30 hours per week (term time plus 5 days during school holidays throughout the year) and has arisen from our 

current Business Manager leaving for a promotion.  We can be flexible in how the hours are composed; the hours 

can be spread over four days rather than five, but working days must include time outside school hours at the start 

and end of the day.  Our Business Manager attends Governing Body Resources Committee meetings and some 

meetings of the Senior Leadership Team; these are generally within the agreed working hours, but may occasionally 

involve paid overtime.  Similarly, responsibility for problems linked to premises or buildings which arise during school 

holidays is shared between the caretaker / site manager, School Business Manager and Headteacher, and may 

involve additional hours at this time. 

Our School Business Manager plays a vital role in leading and managing our school.  The role involves managing all 

aspects of finance, health and safety, and premises and site issues, including preparing for and leading any 

associated reviews and audits.  The Business Manager plays a lead role in setting and monitoring the school’s budget, 

including presenting regular reports to the headteacher and Governing Body, and processing orders and invoices. 

The role also includes line management responsibilities for our two administrators, caretaker and cleaner, and 

responsibility for managing external contracts for, for example, cleaning and after-school provision.   

This role provides an excellent opportunity for a talented, enthusiastic and flexible individual to join us.  We are 

looking for someone who can maintain the high standards our current Business Manager has established across all 

areas of her work, including excellent annual health and safety audit results.  We strive to support all of our staff to 

achieve their professional aspirations, and have a deeply held commitment to training and development including 

supporting staff with any external qualifications which have a positive impact on their performance in their roles. 

Our school 

Northbourne is a successful and over-subscribed one-and-a-half form entry primary school within the Oxford 

Diocesan Schools Trust (ODST) and Didcot partnership of schools. We currently have 315 children on roll across 

eleven classes, and a Nursery class with 2 sessions for up to 26 children each.  We have fifteen teachers and twenty 

Teaching Assistants working across the school.  The proportion of our children with Special Educational Needs (SEN) 

is in line with national figures, and the number of our children in receipt of Free School Meals is below that 

nationally.    

At Northbourne, classes are structured into 4 age-phase teams: Early Years (1 Nursery class of 2 sessions and 2 

parallel Reception classes); Key Stage One (3 parallel Y1/2 classes); Lower Key Stage Two (3 parallel Y3/4 classes); and 

Upper Key Stage Two (3 parallel Y5/6 classes).  Teachers have planning time together each week and Teaching 

Assistants typically work with children across classes within the team. 
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We strive to ensure teachers have the tools needed to do their job to the best of their ability.  We employ a floating 

teacher to release staff to lead projects and other school development work and, in partnership with other local 

schools, we employ a PE Technician, who team-teaches with staff at Northbourne once a week and an Educational 

Psychologist.  All staff are provided with their own laptop and iPad, and every classroom has an interactive 

whiteboard and visualiser.  We have sets of networked laptops and iPads which are used to support and develop 

learning in increasingly innovative ways. 

All of our staff are committed to our mission of nurturing excellence.  We have high expectations and high 

aspirations for all of our pupils, regardless of their background.  We believe that an exciting, motivating and practical 

curriculum, combined with explicitly stated high expectations, is fundamental in helping our pupils attain well and 

make good progress in all areas of school life.  Our team of talented, committed staff all share our ambitious vision, 

and this role provides an excellent opportunity for an enthusiastic, flexible and committed individual to join us as we 

move from good to outstanding. 

As well as having access to professional development opportunities co-ordinated through the unique county-wide 

teaching school alliance (OTSA), staff at Northbourne are able to take advantage of training, mentoring and peer 

support within the growing Didcot partnership of schools.  Links between our schools are strong and well-embedded, 

enabling staff to grow professional networks beyond their individual schools.  Joining ODST has provided even 

further opportunities for networking and professional development by facilitating work with schools beyond our 

immediate locality.   

A job description and person specification is attached with this letter.  We would be delighted to discuss the post 

further with you or to arrange a visit to Northbourne; please contact our school office using the contact details above 

for more information.   The closing date for applications for this post is noon on Friday 25th November. 

Thank you for your interest in Northbourne. 

Best regards,  

Paul Shaughnessy, Headteacher 

 


