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WELCOME FROM 
THE CHIEF OPERATING OFFICER

Dear Applicant 

Thank you for expressing an interest in the position of Business Manager within Bourne Education
Trust. 

The successful applicant will be joining the Trust at a very exciting time. Currently made up of 19
schools (plus a further 6 associate schools), across primary, secondary, special and alternative
provision, BET continues to grow a community of high performing academies with the highest
aspiration and dedication to achieving the best outcomes for their learners. 

BET is a fast moving and exciting place to work with every school within our Trust free to shape their
individual character. Our brilliant teachers, support staff and leaders share a commitment to
providing a first-class education to the children within their schools and as a Trust we strive to
ensure that our provision enables every child to fulfil their potential.

The Business Manager plays a key role in the strategic development of a Bourne Education Trust
school and therefore we are looking for a highly experienced, strategic and customer focused
individual who will be able to lead the business function at their school (with the potential that this
may expand over time). 

You will lead a number of business services across the school as well as working closely with the
Trust’s central team to ensure that these functions provide value added support in a timely and
professional way. This is a challenging and diverse role offering the opportunity to lead and develop
teams and make a tangible impact on the lives of young people supported by finance, HR and
business colleagues.

You will have experience in leading and coordinating the delivery of business support services in one
or more schools, or a similarly complex environment. In addition, you will be familiar with strategic
planning and decision-making, professional relationship management, negotiating and influencing
at senior leadership, governing body and board level, and the effective and efficient management of
resources. Your application should explain your suitability for the role described above and in the
job description and should be tailored to meet the person specification in terms of your knowledge,
skills, and qualifications.

This is an ideal post for a candidate who is ambitious and looking for a post that could act as a
springboard to more senior opportunities in a growing multi-academy trust. 

We look forward to receiving your application, please be aware that the closing date for applications
is 9am on 6th June 2022. It is very important that you include a telephone number for both daytime
and evening so that we can contact you by telephone if necessary.                                                           
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If you have any further queries about the schools or the post, please do not hesitate to contact Lisa
Gazzard, Auriol Junior School on gazzardl@auriol.surrey.sch.uk. 

Thank you for considering Bourne Education Trust for the next phase in your career and I very much
look forward to receiving an application from you.

Yours sincerely

Kate Sanders
Chief Operating Officer
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ABOUT BOURNE EDUCATION TRUST

Bourne Education Trust (‘BET’) was established in 2011 and has grown steadily since then. It is
largely Surrey based, with 20 of its 25 schools in the county, but has recently expanded into
Hampshire and Richmond. It is made up of 19 academies and 6 associate schools. Of its 25 schools,
13 are primaries, 9 are secondaries, 1 is a special school and 2 are alternative provision. It is
responsible for the education of approximately 12,000 pupils and employs just over 1,300 staff. The
Trust is organised into both phases and clusters to support specialist and cross-phase collaboration.

The size of its schools range from a one-form entry primary to an 8-form entry secondary school with
a sixth form. All schools are equally important and carry the same influence in terms of decision-
making within the Trust. Each school has its own Head and Local Governing Committee ('LGC').

Since 2012 it has taken 9 schools from special measures or requiring improvement to good or
outstanding. The rest have maintained their good status whilst in the Trust. BET has transformed the
finances in 12 of its schools so that no school in the Trust is in deficit.

BET’s values are summarised by our strapline: ‘Transforming schools; changing lives’. We
absolutely believe that all children regardless of context or background deserve a great education,
hence our involvement in schools and communities that have not experienced this. Whilst we want
our schools to retain their own identity, all BET schools share environments that are extremely warm
and welcoming, professional, relentlessly positive, highly aspirational and characterised by happy
and safe pupils with excellent relationships between them and the staff. In all classrooms and
beyond pupils enjoy creative and effective teaching and learning that fosters belief and confidence.

Our philosophy is to have schools working as effectively as possible and serving their community.
We err towards independence on the independence/standardisation continuum but never forget we
are one organisation working together. Our schools welcome the support of the Trust and its
collective ethos but relish their remit as local schools and the responsibility that brings. We do not
have one shared curriculum and strongly believe in a localised approach to curriculum design.
Where we have centralised, it has been by consensus or driven by the legal framework in which we
operate and the requirements of the Academy Trust Handbook.

For more information about BET, please visit our website www.bourne.education.
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ABOUT AURIOL JUNIOR SCHOOL

Auriol Junior School is a 3-form entry junior school in Stoneleigh, Surrey with a deaf resource base.
As part of the Bourne Education Trust the school works collaboratively at all levels with other primary
and secondary schools across the Trust.  

The deaf children are fully included in both the academic and social life of the school and have equal
access to a broad mainstream curriculum and learn alongside their peers. Inclusion and equity are
central to Auriol’s ethos.  

The curriculum is designed to provide children with the opportunity to explore a series of precisely
planned, sequenced and interconnected moments that ensure they explore what it is to learn and
grow while gaining a deep understanding in all subjects. Auriol believes that getting to know every
individual pupil and their interests ensures a development of each child’s strengths both inside and
outside of the classroom. 

Reading changes lives. Auriol’s approach to the reading curriculum creates readers for life and
inspires the children using high-quality texts and a diverse range of experiences. 

Having been awarded the Carnegie Mental Health Award, Auriol has a clear commitment to well-
being and mental health for staff and pupils alike. The school motto is ‘challenge, inspire, prepare’
ensuring that all pupils accomplish their goals and are ready for secondary school and the world
beyond.

For further information about Auriol Junior School please visit www.auriol.surrey.sch.uk.   
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‘Children enjoy their lessons, are eager to learn, and achieve well.’ 
 Auriol Junior Ofsted Report 2020



WORKING WITHIN A BOURNE EDUCATION TRUST SCHOOL

Bourne Education Trust is a fast moving and exciting place to work with every school free to shape
their individual character. BET's brilliant teachers, support staff and leaders share a commitment to
providing a first-class education to the children within their schools; enabling every child to fulfil
their potential.

The Trust recognises that people are the key to its success and for this reason believes in creating
great places to work where people feel supported and encouraged to be the best they can possibly
be.

Staff within all BET schools can expect to be challenged and motivated to achieve their ambitions,
and such is the scale and scope of the Trust’s school-to-school support work, successful candidates
will:
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Work in a high performing and supportive environment with dedicated high-quality induction,
coaching and mentoring programmes
Experience a culture of collaboration and sharing of best practice
Receive focussed career planning and professional development advice, which can result in
rapid promotion either through direct placement or via secondments
Work within an organisation that prioritises staff well-being, supports effective planning,
preparation and administrative time as well as access to high quality shared resources and the
opportunity to work a shorter academic year than most.



VACANCY OVERVIEW

We are currently looking to appoint a Business Manager to lead finance, HR and operations at 
 Auriol Junior School.

As the Business Manager you will be the leading business management professional, working as part
of the senior team and closely with the central support team of Bourne Education Trust to provide a
cohesive and effective support service to the school. 

You will be responsible for finance and business resource management, leading HR, administration
and premises (including facilities management and health and safety); providing support to the
Headteacher and following best practice across all areas of your remit.

The ideal candidate will have a background within education (or a similarly complex environment)
leading the business function at one or more schools. In addition, you will be familiar with strategic
planning and decision-making, professional relationship management, negotiating and influencing
at senior leadership, governing body and board level, and managing resources effectively. 

Above all, you will have a passion and commitment to the delivery of an outstanding service to our
schools and be ready to make your contribution to improved school outcomes for our children and
young people.
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Location:                     
Contract:
Salary:
Benefits:

JOB DESCRIPTION
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Auriol Junior School 
Permanent; 21.6 hours per week, 41 weeks a year
Grade SP9 (FTE £35,382-£39,246) actual £20,109 - £22,118
Workplace pension through LGPS; occupational sick pay; recognition policies for
exceptional performance and long service; ongoing training, learning and
development opportunities; HR and well-being support; family friendly policies;
network of support in HR, finance, ICT and legal

SPECIFIC PROFESSIONAL DUTIES
All staff at Bourne Education Trust act with honesty and integrity; have strong knowledge, keep their
knowledge and skills up-to-date and are self-critical; forge positive professional relationships; and
work with families in the best interests of their children. 
 
Staff at Bourne Education Trust must have professional regard for the Trust’s ethos, policies and
practices and maintain high standards in their own attendance and punctuality. They will be good
team players who are supportive of colleagues, accessible, keen to share ideas and be a role model
in all aspects of their practice. They will show flexibility and be keen and willing to take on change
and challenge but may need the guidance of a coach or mentor. They will be open and receptive to
improvement, show a commitment to their continuing professional development and may be growing
in their independence.

THE BUSINESS MANAGER

Is the leading business management professional working as part of the senior team to assist
the Headteacher in their duty to ensure that the school meets its educational/operational aims
Will work in close cooperation with the Trust’s central finance, capital, IT and HR executives
Promotes the highest standards of business ethos within the operational functions of the
school and ensures the most effective use of resources in support of the school's learning
objectives.

GENERAL DUTIES LEADERSHIP AND STRATEGY

Work closely with the Trust’s central team and cluster leader to support setting the strategic
financial and business direction of the school
Negotiate and influence strategic decision-making within the school's senior team
Attend senior management/leadership team, full governing committee and appropriate
governors’ sub-committee meetings as necessary.

The Business Manager is supported by finance, HR and business staff to support the day to day
activities as well as IT and premises colleagues.
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MANAGEMENT/LEADERSHIP TEAM

In the absence of the Headteacher, and supported by the Trust’s central team, take delegated
responsibility for financial and business decisions
Plan and manage change in accordance with the school's development/strategic plans
In some cases, to lead and manage administration staff in conjunction with the relevant
members of the Trust’s central team
Along with other members of the senior leadership team, ensure that colleagues have a clear
understanding of school policies and procedures and the importance of putting them into
practice, monitoring the way policies and procedures are actioned and provide support where
necessary.

FINANCE AND BUSINESS RESOURCE MANAGEMENT

Manage the business strategy for the school in conjunction with the Trust’s Chief Operating
Officer
Evaluate information and consult with the senior team and governors to prepare a realistic and
balanced budget
Submit the proposed budget for approval in-line with the Trust’s process and timetable and
assist with the overall financial planning process
Use the agreed budget to actively monitor and control performance to achieve value for money
Identify and inform the Headteacher and Trust’s Chief Operating Officer of the causes of
significant variances and work with the COO or Trust’s Head of Finance to take prompt
corrective action
Propose revisions to the budget if necessary, in response to significant or unforeseen
developments
Work with the Trust’s central team to benchmark systems and information to assess trends and
make appropriate recommendations
Work with Trust representatives to ensure the school meets all statutory legal requirements of
the Education & Skills Funding Agency, Charity Commission and Companies House
Identify additional finance required to fund the school’s proposed activities including the
maximisation of income through lettings and other activities
Put formal finance agreements in place with suitable providers for agreed amounts, at agreed
times and appropriate agreed costs and repayment schedules; monitoring the effectiveness
and implementation of such agreements.

ADMINISTRATION AND PREMISES MANAGEMENT

Consider approaches for existing use and future plans to introduce or discard technology in
the school
Consult with relevant people and other parties to introduce new technology or improve
existing technology for different purposes

IT is strategically managed by the Trust’s Head of IT, but the post-holder will work with other senior
leaders and the local and Trust central team to:
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Work with the Premises Administrator and Trust’s capital lead to ensure the construction of
centrally commissioned projects are undertaken in-line with contractual obligations
Liaise with the Trust’s capital lead on locally commissioned projects
Work with the Premises Administrator to ensure systems are in place to ensure the safe
maintenance and security operation of all school premises and effective monitoring, measuring
and reporting of health and safety issues to the relevant senior leadership team, governors and
where appropriate the Health and Safety Executive
Monitor, assess and review contractual obligations for outsourced school services, ensuring
these are managed effectively.

FACILITIES MANAGEMENT AND HEALTH AND SAFETY

Capital projects using the Trust’s School Condition Allocation Grants are managed by the Trust’s
Operations Director. The post-holder will:

Communicate and implement the Trust’s ICT strategy and relevant policies, including data
protection for use of technology across the school
Ensure data collection systems providing information to stakeholders are streamlined to
maximise efficiency of the data supplied.  
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‘Leaders believe firmly that pupils’ reading skills lie at the heart of learning in almost all
subjects. The school has developed high-quality reading provision. Pupils leave the school
with the skills that they need. They fully understand the detail of what they are reading.’
Auriol Junior Ofsted Report 2020

 



Qualification or equivalent experience in a relevant discipline (E) 
Accounting qualification or significant experience in financial management (E)
School Business Manager specific qualification i.e. Fellow of NASBM, DSBM, CSBM
(D) 
Recognised finance/management/business degree or equivalent related professional
qualification (D)
Evidence of continuing professional development (D)
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PERSON SPECIFICATION

Managing strategic financial plans (E)
Managing budgets, financial reporting, procurement and fixed assets (E)
Managing teams (E)
Managing within an educational environment (D)
Managing at a senior management team level (D)
Managing change projects (D)

EX
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RI
EN

C
E

Able to deliver services and systems applicable for effective school management (E)
Able to deliver value for money initiatives (E)
Able to understand national and regional educational services and deliver appropriate
strategies (E)
Able to use finance packages and a range of ICT packages (E)
Understanding of educational enterprise issues (D)
Ability to promote positive relationships with the wider school community (D)
Knowledge of PSFinancials (D)K
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Highly developed interpersonal skills (E)
Willingness to constructively challenge the work of self and others to continually
improve own and team performance (E)
Ability to work under pressure and meet deadlines (E)PE
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E = Essential / D = Desirable



APPLICATION PROCESS
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Thank you for your interest in this role. We look forward to receiving your application. Interested
candidates should be aware that the closing date for applications is 9am on Monday 6th June
2022, however we encourage applicants to apply promptly as we reserve the right to close the
advert early if we make an appointment.

To apply for this position, you must complete a Bourne Education Trust application form and email it
to gazzardl@auriol.surrey.sch.uk (CVs without a fully completed application form will not be
considered). Candidates using Eteach may use the 'Apply Now' function.
 
Shortlisting will take place as applications are received and you will be contacted by email if we
would like to see you for an interview. Candidates should note that interviews will be held on the
afternoon of Friday 10th June 2022.

  
Bourne Education Trust is committed to safeguarding and promoting the welfare of children and
expects all staff and volunteers to share this commitment. The appointment will be made subject to an
Enhanced Disclosure and Barring Service approval ('DBS') as part of our rigorous approach to
safeguarding our children.



Auriol Junior School
Vale Road, Stoneleigh, Epsom, Surrey, KT19 0PJ


