
 

 
 

School Business Manager (Across Two Sites) 
 

Location: St. Joseph’s Catholic Infant School, Mitchell Street, Birtley, Chester-

le-Street, County Durham, DH3 1LU 

 St. Joseph’s Catholic Junior School, School Street, Birtley, Chester-

le-Street, County Durham, DH3 2PN 

Grade: Grade I, SCP 28 – 31 (£32,798 - £25,336) pro rata 

Hours: 37 hours per week, Permanent, Term Time Only 

 

The Federation of St Joseph’s Infant and Junior schools requires a committed, 

innovative and exceptional school business manager to manage the operational team 

at both schools. This post would be ideal for an administrator who is looking to take 

the next step in their career.  

 

In 2019, St Joseph’s Catholic Infant and Junior Schools were federated, to form one 

community. The federated schools were the only school in Gateshead LA to have been 

selected as part of the DfE 2022 Rebuild Programme. Consequently, we hope to have 

a new school site within the next three years, which seeks to bring together the two 

school communities, to form one family.   

 

We pride ourselves on the warm, family atmosphere we provide for our children. The 

uniqueness of our small community means that every member of staff knows every 

child well and this enables us to develop very strong relationships with all of our 

families. The senior leadership team are unashamedly ambitious for the schools.  

 

We are proud to be part of the Bishop Wilkinson Catholic Education Trust, a family of 

secondary, middle, primary and first schools in Durham, Gateshead, Northumberland 

and Sunderland. Bishop Wilkinson is the largest catholic education trust in the North 

East of England and will have a total of 48 schools. This is an exciting time to join our 

supportive, and growing team. 

As the Business Manager, you will be part of the Senior Leadership Team and will 

have exceptional organisational, time management and planning skills. The 

successful candidate will have excellent interpersonal skills, be enthusiastic for the 

role, have the ability to motivate others, as well as a successful record of being able 

to negotiate with both internal and external customers. The experience, enthusiasm 

for the School Business profession and flexibility required to support the school is 

essential.  

Working closely with the Headteacher within the primary school, across both sites, and 

the Chief Operations Officer within the Trust, the core purpose of the role will be to 

support the Headteacher with all business innovation, Health and Safety, Financial 



 

 
 

Monitoring, Facilities Management, Personnel and Administrative aspects of the 

Primary School.   

Applications are invited from prospective candidates in education or public sector 

settings who are able to demonstrate that they are able to meet the essential criteria 

set out in the person specification. 

 

We are seeking to appoint a school business manager who will provide high-quality 

administrative and financial support as well as:  

• manage a small team of staff 

• be forward thinking  

• prepare budgets and reports for governors, as well as tracking performance to 

budget  

• be responsible for planning, development and implementation of finance, HR, 

premises, administration and health and safety 

• plan for the future development of the schools, ensuring best value  

• recognise the importance of effective communication to the school community 

• be competent in website management and oversight 

• arrange cover of teaching staff during planned/unplanned absences  

• manage any lettings of the school premises to outside agencies  

• help promote the school to parents, partners and the local community  

• liaise with local businesses and the parish of St. Joseph’s for fundraising and 

joint projects  

• ensure compliance with the financial management standards and GDPR, in 

schools  

• bid for sponsorship funding by building contacts and raising the school profile. 

 

The specific responsibilities for the post will be shaped by the areas of strength and 

expertise of the successful candidate and so incorporated within the existing 

leadership team, which spans both schools’ sites.  

 

We can offer: 

• friendly and supportive staff, parents and an effective and committed local 

governing committee 

• extensive support and opportunities for professional development 

• the prospect of a modern, purpose-built building pending planning permission 

• opportunities to grow and learn with an experienced leadership team who are 

outward looking 

  

This role will require deployment at both the infant and junior school sites; therefore, 

the successful candidate needs to be flexible and accommodating to meet the needs 

of the schools.  

 



 

 
 

Candidates should state their areas of expertise, experience and interests, within their 

supporting statement.  

 

For an application form and further details about this vacancy please visit our website  

http://bwcet.com/vacancies/ where applications can be completed online. 

 

For an informal and confidential discussion about the post, please contact Mrs K. 

Swaddle, Executive Headteacher, at 

birtleystjosephscatholicjuniorschool@gateshead.gov.uk or on 0191 4102231. 

 

Visits to the schools are warmly welcomed and encouraged.  

 

Closing date: Sunday 4th December 2022 

Interview date: Thursday 8th December 2022 

 

The successful candidate will be required from Monday 9th January 2023. 

 

The Bishop Wilkinson Catholic Education Trust is committed to safeguarding and 

promoting the welfare of children and young people and expect all staff and volunteers 

to share this commitment. This post is exempt from the provisions of the Rehabilitation 

of Offenders Act and is subject to an enhanced DBS check. 
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