Job Description

Hillcrest High School

w Te Kura Tuarua o Tihipuke

A

Job Title:

Business Manager

Reports to: | Principal

Role and Responsibilities

Purpose of role:

Responsible for the leadership and management of the Finance &
Property Team, overview of support staff, management of external
business relationships and development of sponsorship and
fund-raising activities.

Business
Relationships:

Manage all major contracts with outside providers, ensuring the
correct MOE procurement process is followed. Have oversight of all
other business contracts in conjunction with the principal.
Developing contacts with key stakeholder groups

Property:

Oversee & manage the development of the school's annual and 10
year property plan (10YPP), leveraging the knowledge and
experience of staff both across the school & within the team and
appointed consultants.

Responsibility for property management/maintenance and day to
day property matters

Oversight of the Property Manager, who is responsible for property
management/maintenance and day to day property matters who
reports to the Business Manager.

Sponsorship and
Fundraising:

Research fundraising opportunities and coordinate grant
applications to charitable trusts or statutory bodies. Manage
operating cost & fundraising budget and ensure that targets are
met.

Build up sponsorship and maintain relationship with sponsors

Finance:

Provide strategic leadership & management of the finance function
to ensure efficient and effective operation of the accounts office
and finance team.

Oversee finance team to ensure efficient and effective
management of the school budget and systems.

Information
Communication

Oversight of IT contract and personnel provided by IT company.
Manage, with input from the affected staff, leased devices for

Technology classroom use

e Manage the TELA schedule
Health and » Oversight of Health and Safety in the school which includes:
Safety « Ensuring policies are reviewed.

Health and Safety committee meets regularly.
Health and Safety standards are monitored.

Health and Safety report is generated for Health and Safety
committee meeting and for BOT meetings




Te Tiriti o Waitangi:

e Maintain an understanding of the principles of Tiriti o Waitangi
and the ability to incorporate those principles into the working
environment.

Knowledge, Skills & Experience

Knowledge &
Industry
Experience:

e A strong management accounting background

e Previous experience working in a NZ school environment would be
advantageous

e A strategic thinker - big picture (Finance/Business/ICT/Property)

Communication
skills:

+ Well developed oral and written interpersonal skills.

- A friendly manner and the self confidence and ability to effectively
motivate and communicate with colleagues.

» The ability to use a variety of communication and people skills to
work cooperatively, collaboratively and sensitively with others.

» The ability to develop strong positive working relationships with a
diverse range of people.

« Computer literate and proficient in use of Microsoft Suite and Google
Apps for Education

Personal Attributes

Achievement &
Commitment:

Demonstrates self motivation, initiative and innovation, with a
commitment to fulfilling one’s duties and objectives to a high standard
of quality and achievement.

Customer Focus:

A commitment to assisting and meeting the needs of staff while
demonstrating cultural sensitivity and non-discriminatory attitudes and
practices.

Flexibility /
Change:

The ability to adapt to and work effectively with a variety of situations,
individuals or groups. A willingness to change and accept changes in
organisational and job requirements. Hours of work 8am to 4pm plus
be prepared to be flexible with evening meetings and promotions.

Team Player:

+ Be a team player but also have the ability to work independently and
demonstrate initiative.

« The ability to develop strong positive working relationships with a
diverse range of people.




