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Job Profile


	Job Title:	
	Business Manager	Location/Service:

	Mercury College
	Department:
	Mercury College 
    
	Reports To:
	Head of Education
	Responsible For:
	TBC
	Budgetary Responsibility:
	TBC

	Level of DBS Check Required:
	Enhanced 
	Expected Regulatory Responsibility:
	N/A

	Does the role require travel to multiple sites?
	Yes

	Purpose:

	The Business Manager will provide strategic leadership and operational oversight to ensure the effective management of college resources, systems, and support services while supporting senior leaders with accurate information and delegated decision-making to enable efficient and compliant college operations.

	Key Role Responsibilities/Accountabilities:

	· To be a member of the Senior Leadership Team providing strategic vision and leadership, responsible for overseeing systems and processes in all areas inclusive of budget and resource management.
· To deliver effective, high quality business support services essential to the overall operation and performance of the college including but not limited to Finance, HR, Facilities, Data Protection and Health and Safety.
· To take delegated responsibility for related management decisions where required under the direction of College Leaders and Director of Education.
· To provide management information to the Senior Leadership Team, Group Directors and Business Support teams as required to support the effective and efficient operational running of the college.
· Responsible for the effective financial management of the college (including budget management, forecasting, procurement).
· Work within defined regulations and procedures - maintain working knowledge of the latest changes to legislation and, strategy with regard to finance, administration, HR, Health and Safety, premises and site facilities.
· Responsible for site safety systems and audits.
· Effectively manage the delivery of business support services to the college.
· Provide relevant reports and information to the Head of Education, Director of Education, Education Board and the Hesley Group to enable robust operational and strategic decision making.
· Contribute to the whole college improvement planning process and take key responsibility for aspects of the plan.

HR Management
· Ensure that accurate colleague records including sickness and other absences are maintained on the relevant HR system and produce relevant reports highlighting issues and trends as required.
· Ensure changes to colleague contracts, including additional allowances and pay rises are correctly authorised and implemented in line with Group pay policy.
· In consultation with the People Team and Head of Education, oversee all aspects of the recruitment process ensuring all regulatory, statutory and company requirements are met.
· To support the implementation of all diversity and equality requirements.
· To be responsible for the maintenance of the Single Central Record, to ensure compliance with safeguarding procedures and any other regulatory requirements.
· To be the first point of contact for all colleagues at the college on pay, conditions of services and other contract related issues, liaising with the Payroll and the People Team as necessary.

Financial Management
· To be responsible for short-, medium- and long-term budget / resource modelling and regular income and expenditure reviews.
· Provide accurate and timely financial information and advice to the Director of Education, Head of Education, Group Finance Team to enable robust and appropriate decision making.
· Provide financial information to purchasers regarding college fees as per approval by central team.
· Negotiate, manage and monitor contracts, tenders and agreements ensuring that best value is secured and oversee procurement of goods and services in line with group procurement practices.
· To ensure best use of resources through effective strategic planning and operational delivery, including consideration of all financial implications in order to deliver the college’s vision.
· To maximise income generation, actively seek funding opportunities to enhance the learning opportunities of those attending college.
· To ensure operational financial policies, controls  and procedures meet all company and legal requirements, assist in the investigation and resolution of exceptions and ensure these are enforced throughout.
· To supervise the maintenance of the equipment register and security marking of assets.
· To ensure the proper recording and management of cash.

Administration
· Ensure the college identifies, assesses and manages risk appropriately.
· Ensure that the policy review cycle is adhered to and up to date.
· Provide effective and efficient administration.
· [bookmark: _Hlk215753616]Provide leadership and guidance for college business/non-teaching colleagues.
· Oversee the maintenance and security of pupil records.
· Obtain necessary licenses and permissions.
· Responsible for overseeing the updating of Emergency Procedures throughout the college and ensuring packs are up to date.
· To set up and maintain robust systems for recording and analysing key performance areas for college inspection that supports efficient day-to-day operations.
· Working with the Group’s Marketing Team to oversee marketing activities including the production and distribution of marketing materials such as the prospectus and information booklets.

Premises
· To be responsible for the overseeing of maintenance and upkeep of the college buildings and grounds to ensure an attractive and vibrant environment for learning.
· To liaise with Central Services and Estates and Facilities Teams to ensure the college conforms to current health and safety legislation including incident and accident reporting, RIDDOR reporting, Fire regs etc.
· To oversee all lettings and booking arrangements for use of the College premises and ensure all invoices and income are processed and recorded correctly.

N.B. The post holder may be expected to undertake additional responsibilities that are reasonably required, appropriate to grade and capability. This job description will be regularly reviewed, involving the post holder, to ensure that it continues to reflect service priorities and developments.


	Legal and Statutory Responsibilities for all Colleagues:

	Safeguarding: All colleagues have a duty to maintain a basic level of understanding of safeguarding, signs of 
neglect or abuse and how to raise a safeguarding concern as outlined in the organisations Safeguarding and 
Whistleblowing policies. 

Health & Safety: All colleagues have a duty to take reasonable care for the health and safety of themselves and others. This includes contributing to a safe and secure environment for the people who use our services.

Training Compliance: All colleagues are responsible for maintaining compliance with all mandatory training required for the specific job role they undertake or service they work in, any required qualifications and maintaining any required professional registrations to ensure professional skills and knowledge remain up to date.  

Information Governance: All colleagues have a duty to main the confidentiality and integrity of any sensitive or personal data that they access or use within their role. 

Diversity and Inclusion: All colleagues are expected to contribute to the development of an inclusive workplace and treat others with dignity and respect at all times. 
Line Management: Roles with line management responsibility are expected to ensure all direct reports, and teams they oversee, receive the appropriate levels of supervision and have an annual performance review and contribute to a culture of continuous improvement and development. 


	Person Specification:

	Skills/Abilities
· Leadership and management
· Strategic thinking
· Ability to motivate colleagues
· Ability to lead, co-ordinate and delegate
· Objective decision making
· Driving license desirable
· IT skill including Excel and familiarity with management information systems within an educational setting 
· Ability to analyse data
· Excellent communication skills
· To have high aspirations and expectations of the young people within our college
· Creative problem solving skills

Knowledge
· Health and Safety legislation
· Data Protection legislation
· Working knowledge of HR legislation and best practice
· OfSTED requirements

Experience
· Proven track record of effective financial management and the provision of financial information
· Extensive experience of working in a similar role within an educational environment
· Relevant experience of working at a strategic / senior level
· Operational management of an educational establishment
· Strategic leadership within a college desirable
· Managing risk assessments

Education & certification (desirable)
· A degree or equivalent
· Certificate or Diploma of College Business Management or equivalent
· MCIPD member


	Our Values and Key Attributes:

	All colleagues are expected to operate in line with our Values and Behaviour Framework at all times. The framework outlines our core values and the behaviours that we consider to uphold each of our values, as well as universal attributes we consider to underpin everything we do.

Our Values
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We put the people we support, families and colleagues at the centre of all we do.
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We recognise that quality comes from our commitment to best practice, improvement and learning; not just compliance.
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[image: A pink and black sign with text

Description automatically generated]We are passionate about improving lives and work together to enable the people we support to achieve their aspirations.

We embrace a culture of trust and safety so that each of us can perform to our best and thrive.

Universal Attributes
[image: A close-up of a logo

Description automatically generated]
                                   Communication is a two-way street; as well as honesty, we actively listen so we can 
                                   understand the needs and views of others.
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                                   Good collaboration between individuals strengthens the team as a whole, enabling 
                                   us to share ideas, encouraging others to adopt new skills, while learning from others 
                                   ourselves.
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                                   By taking a non-judgmental approach, we can demonstrate empathy and be seen 
                                   as approachable, while respecting the culture and opinions of our peers.
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  We are accountable for our own actions, and by sharing the lessons we learn in our 
  working lives, we do things better individually and more broadly as an organisation.



	Last Updated By:
	Emma Piper 	Date:
	05/12/2025
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