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MISSION STATEMENT: 

We are a Catholic community of faith, love and service 
rooted in the spirit of St Angela. 

Through Christ and the Gospel and in our diverse community 
we strive to provide an environment for young women 

to flourish spiritually, academically and socially. 
Together we are the Ursuline Academy Ilford. 
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WELCOME FROM THE HEADTEACHER 

The Ursuline Academy Ilford is a four form entry Catholic comprehensive school for girls aged 11-19, serving 

students of primarily Catholic faith, but also other faith backgrounds who are supportive of and fully committed 

to the Catholic ethos of the school. Students who come here, join a community that is committed to success. 

The school was founded by the Ursuline Order in 1903 and has been providing high quality education and pastoral care ever 

since. The school has a strong sense of community underpinned by Gospel values. Visitors regularly remark on the purposeful 

working atmosphere in which all are expected to do their best. We have an inclusive and community-focused ethos of which we 

are very proud. Our pupils are welcoming, engaging and articulate. They are ambitious for the school and for their own life 

beyond it. 

The school gained Academy status in September 2011 and is currently embarking on a new and exciting phase in its 

development.  Having been an independent school until 1999, the school had its fourth Ofsted Inspection in October 2016.  The 

Report can be found both on the school and Ofsted website:  

http://www.uai.org.uk/about/ofsted 

As a vibrant faith community we are inspired by our founder Angela Merici, whose motto was “Serviam” – to SERVE. ‘Serviam’ 

lies at the heart of our daily routine and practice. We aim to empower our girls to learn, to lead and to serve. As Angela Merici 

faced new challenges by looking for new possibilities, so too are we committed and called to do things in new ways to ensure 

that the young women in our care are offered a nurturing and challenging educational environment in which they can learn and 

grow and develop the confidence to go out and make a difference in our world. 

Our Mission: We are a Catholic community of faith, love and service rooted in the spirit of St Angela. Through Christ and the 

Gospel and in our diverse community we strive to provide an environment for young women to flourish, spiritually, academically 

and socially. Together we are The Ursuline Academy Ilford. 

To help bring this about Governors and staff at the school commit themselves to: 

• Recognising the value and uniqueness of every student we teach 

 

• Ensuring that the school is a safe place to be and one where the interests of justice are served 

 

• Creating a community which is inclusive, one whose basis is mutual respect and equality 

 

• Maintaining the long tradition of trust, cooperation and courtesy 

 

• Generating good order and discipline based on sound relationships between staff, students, parents and carers 

 

• Nurturing the religious and intellectual lives of our students through curricular and extra-curricular activities 

 

• Inviting parents and carers to play an active role in their daughter’s development, academically, spiritually and morally. 

 

I am delighted you are interested in our school and hope this gives you some insight into who we are and what we stand for. 

 

 

Ms Keran Reilly 
Headteacher 

  

http://www.uai.org.uk/about/ofsted
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Pupils’ behaviour in lessons and conduct 
during unstructured times are a strength of 
the school. The Catholic ethos of the school is 
clearly evident and the overall 
approach is highly inclusive. The culture of 
the school is one which wants to care for 
the ‘whole child’ and parents and pupils alike 
recognise and value this approach 
highly. The strong relationships in the school 
underpin the positive attitudes to 
learning evident in the lessons we visited. 
 
OFSTED - October 2016 

THE URSULINE ACADEMY ILFORD 
ACADEMY BUSINESS MANAGER 

From:  September 2018 

Salary Range:  £55K – £65K plus £1, 848 (Outer London Allowance) pa 
 

 
The Governors are seeking to appoint a dynamic, inspiring, ambitious Academy Business Manager with a proven track record of 
successful leadership at senior level and who will be: 
 

 committed to supporting the Catholic ethos of the Academy; 

 a team player who, with the Headteacher, Governors and Senior Leadership Team, will contribute significantly to the 
ongoing success of the Academy; 

 a creative strategic thinker with the ability to make a major contribution to the medium and long term planning of the 
Academy’s development; 

 an effective all round communicator, able to build on our links with our wider community and liaise with appropriate 
agencies, including the EFSA, DfE, Diocese and local authority. 

 

As well as demonstrating these qualities you will wish to make a difference and be innovative in leading and shaping the future 
of our successful Academy.  This is an exceptional opportunity to take over this leadership role in a high achieving community 
where you will be supported by a team of dedicated professional staff, a committed Governing Body, supportive parents and 
highly motivated, engaged and engaging students. 
 
 

WHAT SETS US APART? 

The Ursuline Academy Ilford is committed to ensuring the recruitment and retention of high calibre, talented staff. 
 
The successful applicant will: 

 join a popular and successful all girls Catholic comprehensive Academy; 

 be part of a team of committed, highly professional teachers and support staff in a school which has an excellent 

academic record, as well as a tradition as a caring community; 

 

The school is a short walk from the local shopping centre and Ilford Station where TFL Rail services are available; these connect 
to Stratford International and London Liverpool Street. The school is also a short drive from the M25, A12 and A13. 
 

  

WHAT WE ASK IN RETURN:   

Dedication, commitment, loyalty and a drive for excellence in all areas of 

school life evidenced by an enthusiasm for education both personally and 

professionally promoted by CPD. 

 

The Academy is committed to safeguarding and promoting the welfare of 
children.  To ensure that this is achieved we expect all employees to share this 
commitment and staff will be recruited and selected in line with safer 
recruitment policy and practice.  The successful applicant will undertake an 
enhanced DBS check. 
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School Prayer 

Show us, Lord, what we should do 
And help us as we do it 

So that our prayer and work may begin from you 
And through you, meet success 

 

 

APPLICATION REQUIREMENTS  

Please submit a statement in support of your application together with your Application Form. 
 
Your supporting statement should address the selection criteria and include your thoughts on what you believe to be the key 
qualities, attributes and skills of an effective Academy Business Manager.  The emphasis should be on setting out how you can 
use your skills to build on the Academy’s considerable success, securing the highest possible standards through effective budget 
control and leadership of support services.   
 
The Academy is committed to safeguarding and promoting the welfare of children; staff will be recruited and selected in line 
with safer recruitment policy and practice.  Please ensure that your application form is completed fully with no gaps in 
employment unaccounted for (please use a continuation sheet if necessary). 

You must declare on this form all offences, convictions, cautions, bindovers irrespective of when these were awarded.  You must 
also inform us of any court cases you may have pending. Convictions will not necessarily be a bar to employment with the 
Academy.   As this post involves working with or has access to children or vulnerable adults and/or their records, we will require 
an enhanced DBS check for the successful candidate.  You will be required to sign a declaration on the Disclosure Form stating 
whether you have any previous convictions.   
 
Short-listing for the position will take place following the closing date and references will be taken up prior to interview.  If 
currently employed as an Academy Business Manager your professional reference should be provided by your 
Principal/Headteacher; in other cases, your Line Manager. 
 
Completed applications should be posted to the:   
 
The Governing Body 
c/o: HR, The Ursuline Academy Ilford, Morland Road, Ilford, Essex  IG1 4JU 
 
You may also return your completed application form via email to our HR Administrator:  bbarnes@uai.org.uk 
School visits can be arranged by appointment please contact Mrs Barnes for details. 
 
 

Please note we are unable to accept CVs. 
 

Closing Date: 12 noon on Wednesday 18 April 2018  Interviews:  w/c Monday 23 April 2018 

  

mailto:bbarnes@uai.org.uk
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JOB DESCRIPTION 
ACADEMY BUSINESS MANAGER 

 
REPORTING TO:  Governing Body, Headteacher 
LIAISING WITH:  Governing Body, SLT, External Agencies (inc. EFSA/DfE) 
 
MAIN PURPOSE 

 The Business Manager is the Academy’s leading support staff professional and works as part of the Senior Leadership 
Team to assist the Headteacher in his/her duty to ensure that the Academy meets its educational aims.  

 The Academy Business Manager promotes the highest standards of business ethos within the administrative function of 
the Academy and strategically ensures the most effective use of resources in support of the Academy’s learning 
objectives.  

 The Academy Business Manager is responsible for the Financial Resource Management/Administration 
Management/Management Information and ICT/Human Resource Management/Facility & Property Management/ 
Health & Safety Management of the Academy.  

 
MAIN TASKS 
Strategic Direction and Development of the Academy 

Leadership & Strategy  

 Negotiate and influence strategic decision making within the Academy’s Senior Leadership Team  

 In the absence of the Headteacher, take delegated responsibility for Financial and other decisions  

 Plan and manage change in accordance with the Academy development/strategic plan.  

 To lead and manage all Academy support staff 

 Attend meetings of the Senior Leadership Team, full Governing Body and appropriate Governors’ sub-committees  
 

Financial Resource Management  

 Manage the overall financial planning process and prepare a realistic and balanced budget, consistent with EFSA 
guidelines, in consultation with the Senior Leadership Team and Governors 

 Submit the proposed budget to the Headteacher (accounting officer) and Governors for approval  

 Use the agreed budget to actively monitor and control performance to achieve value for money  

 Identify and inform the Headteacher and Governors of the causes of significant variance and take prompt corrective 
action  

 Propose revisions to the budget if necessary, in response to significant or unforeseen developments  

 Provide ongoing budgetary information to relevant people  

 Maintain a strategic financial plan that will indicate the trends and requirements of the Academy development plan and 
will forecast future year budgets  

 Identify additional finance required to fund the Academy’s proposed activities  

 Maximise income through lettings and other activities  

 Present timely and fully costed proposals, recommendations or bids  
 
Administration Management  

 Manage IT delivery across the Academy, supported by IT service and on-site Technician 

 Establish and use effective methods to review and improve administrative systems  

 Use data analysis, evaluation and reporting systems to maximum effect by ensuring systems are streamlined to maximise 
efficiency and avoid duplication  

 Benchmark systems and information to assess trends and make appropriate recommendations  

 Prepare information for publications and returns for the EFSA, DfE, LEA and other agencies and stakeholders within 
statutory guidelines. 

 
Management Information Systems & ICT 

 Manage the IT Tech and IT delivery 

 Consult with IT service providers and other parties to introduce new technology or improve existing technology for 
different purposes  

 Ensure that the Academy has a strategy for using technology aligned to the overall vision and plans for the Academy 
ensuring value for money  

 Communicate the strategy and relevant policies, including Data Protection for use of technology across the Academy 

 Establish systems to monitor and report on the performance of technology within the Academy 
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 Ensure resources, support and training are provided to enable work colleagues to make the best use of available ICT 
including teaching, learning and assessment systems  

 Ensure contingency plans are in place in the case of technology failure  

 Ensure data collection systems providing information to stakeholders are streamlined to maximise efficiency of the data 
supplied  

 
Human Resource Management 

 Support the HR Assistant in his/her role to ensure the effective delivery of all HR Services  

 Manage the payroll services for all Academy staff including the management of pension schemes and associated services.  

 Ensure the Academy’s equality policy is clearly communicated to all staff in the Academy 

 Ensure that all recruitment, appraisal, staff development, grievance, disciplinary and redundancy policies and procedures 
comply with legal and regulatory requirements  

 Manage recruitment, performance management, appraisal and development for all support staff.  

 Ensure people have a clear understanding of the policies and procedures and the importance of putting them into 
practice  

 Monitor the way policies and procedures are actioned and provide support where necessary  

 Seek and make use of specialist expertise in relation to HR issues  

 Evaluate the Academy’s strategic objectives and obtain information for workforce planning  
 
Facility & Property Management  

 Ensure the supervision of relevant planning and construction processes is undertaken in line with contractual obligations  

 Ensure the safe maintenance and security operation of all Academy premises  

 Manage the maintenance of the Academy site including the purchase and repair of all furniture and fittings  

 Ensure the continuing availability of utilities, site services and equipment  

 Follow sound practices in estate management and grounds maintenance  

 Monitor, assess and review contractual obligations for outsourced school services  

 Ensure a safe environment for the stakeholders of the Academy to provide a secure environment in which due learning 
processes can be provided  

 Ensure ancillary services e.g. catering, cleaning, etc., are monitored and managed effectively  

 Manage the letting of Academy premises to external organisations, for the development of the extended services and 
local community requirements.  

 Seek professional advice on insurance and advise the SLT on appropriate insurances for the Academy and implement and 
manage such schemes accordingly.  

 
Health & Safety  

 Support the Facilities Manager in his/her role as the Academy’s Health & Safety Co-ordinator and Fire Officer 

 Ensure the Academy’s written health & safety policy statement is clearly communicated and available to all people  

 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  

 Ensure systems are in place to enable the identification of hazards and risk assessments  

 Ensure systems are in place for effective monitoring, measuring and reporting of health and safety issues to the Senior 
Leadership Team, Governors and where appropriate the Health & Safety Executive  

 Ensure the maximum level of security consistent with the ethos of the Academy 

 Oversee statutory obligations are being met for students with special educational needs, ensuring that financial and 
supporting agency services are adequate for their diverse needs  

 
Leading and Managing Staff 

 Plan, allocate, support and evaluate work undertaken by groups, teams and individuals, ensuring clear delegation of tasks 
and devolution of responsibilities in a manner consistent with conditions of employment. 

 Promote, monitor and evaluate the continuing professional development of all staff 

 Ensure that Appraisal/Performance Management and Threshold arrangements are secured and that any related 
documentation has integrity and is robust 
 

Efficient and Effective Deployment of Staff and Resources 

 Work with Governors, senior colleagues and HR Manager to recruit and retain staff of the highest quality 

 Make arrangements for the security and effective supervision of the Academy buildings, their contents and the grounds  

 With the Headteacher and appropriate Governors set appropriate priorities for expenditure, allocation of funds and 
effective administration and control 

 Manage and organize the accommodation efficiently and effectively to ensure it meets the needs of the curriculum, 
community use and health and safety regulations 
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 Work with colleagues to deploy and develop all staff effectively in order to maintain and improve the quality of education 
provided 

 Manage, monitor and review the range, quality and use of all available resources in order to improve the quality of 
education, improve students’ achievements, ensure efficiency and secure value for money 

Accountability 

  Contribute to the development of an organisation in which all the staff recognise that they are accountable for the 
success of the Academy. 

 Provide information, objective advice and support to the Governing Body to enable it to meet its responsibilities for 
securing effective teaching and learning and improved standards of progress and attainment, and for achieving efficiency 
and value for money. 

 Carry out any such duties as may be reasonably required by the Headteacher and Governing Body. 

 

Safeguarding Children & Safer Recruitment 

Our Academy is committed to safeguarding and promoting the welfare of children and young people as required under the 
Education Act 2002 and expects all staff and volunteers to share this commitment. 
In particular the Headteacher will ensure that:  

 The policies and procedures adopted by the Governing Body are fully implemented and followed by all staff 

 Sufficient resources and time are allocated to enable the Designated Person and other appropriate staff to discharge 
their responsibilities, including taking part in strategy discussions and other inter-agency meetings, and contributing to 
the assessment of children 

 All staff and volunteers feel able to raise concerns about poor or unsafe practice in regard to children, and such concerns 
are addressed sensitively and effectively in a timely manner in accordance with agreed whistleblowing practices 

 
EXPECTATIONS 
 
All staff at The Ursuline Academy Ilford are expected to: 

 be fully supportive of the Academy’s Catholic ethos 

 value and accept every member of the Academy community as an individual 

 encourage and support each member of the Academy community to realise their potential through the Academy’s 
rewards systems 

 provide a student friendly learning environment 

 lay the foundations for ‘lifelong learning’ 

 strive for excellence in all aspects of the Academy 

 respect and value our partnership with parents and the community 

 participate in the Academy’s programme of continuing professional development  

 use technology to actively improve outcomes 
 
This job description is current at the date shown, but following consultation with you, may be changed by the Headteacher to 
reflect or anticipate changes in the job which are commensurate with the salary and job title. 
 
 

DECLARATION 
I have read the job description and agree to all the terms and conditions set out.  I also agree to comply with all Academy 
Policies, Child Protection /Safeguarding and Health & Safety regulations.  I further understand that the above does not 
constitute an exhaustive list and I agree to undertake any reasonable request made of me by the Headteacher or Deputy 
Headteacher acting on his/her behalf.  
 
Name: 
 
Signature:        Date: 
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PERSON SPECIFICATION 
ACADEMY BUSINESS MANAGER 

 

L = Assessed by Application I = Assessed at Interview R = Assessed by Reference E = Essential 
D = Desirable 

 

EDUCATION AND QUALIFICATIONS 

Qualification or equivalent experience in relevant discipline Certificate of School Business 
Management (C/SBM) or equivalent qualification / or commitment to obtaining one 

L   E 

First degree or equivalent qualification L   D 

 

KNOWLEDGE AND EXPERIENCE 

Successful leadership within an organisation L  R E 

Experience of budgetary management and control within a large organisation L I R E 

Knowledge and experience of financial management systems and processes and procedures L I R E 

Experience of managing, motivating and leading staff 
 

L I R E 

A working knowledge of facilities management L I R E 

A working knowledge of Health and Safety legislation L I R D 

An awareness and understanding of school/public sector finance/resources management 
information systems 

L   D 

An understanding of procurement, contracts, risk assessment, health and safety and traded 
services in organisation 

L I R D 

Experience of working effectively with a wide range of external partners L I R D 

Successful experience in the submission of bids securing funding in the public sector L I R D 

An understanding of school management issues and the role of the Governing Body L I R D 

 

SKILLS AND ABILITIES 

Exceptional planning and organisational skills including managing deadlines L I R E 

Excellent written and verbal communication L I  E 

High level negotiating skills L I  E 

Highly developed interpersonal skills L I R E 

An ability to analyse data L I  E 

An ability to use initiative and prioritise work L I  E 

An ability to interpret legislation and regulations L I  D 

Support the Head Teacher in the management of change and improvement in pursuit of 
strategic objectives. 

L I  E 

An ability to consult and share decision making with the Senior Leadership Team. L I  E 
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PERSONAL QUALITIES AND SKILLS 

Enthusiasm, hard work, integrity, creativity, flexibility and resilience L I R E 

An understanding of and commitment to equal opportunities in its widest sense and a 
commitment to inclusive education 

L I  E 

 

SAFEGUARDING 

Motivation to work with students/young people L I R D 

The ability to form and maintain appropriate relationships and observe personal and 
professional boundaries with students/young people 

L I R E 

 


