
 

 

 

 

 

Employment Type: Full-time ongoing commencing mid February 2020 or by negotiation 

 

Position Overview 

The Business Manager reports directly to the Principal and is responsible for the sound 
operational administration and financial management of the School.  This is a senior 
leadership position forming a significant role within the Management team which requires a 
hands on individual with a diverse skill base. The Business Manager reports regularly to the 
School Council, is the Company Secretary and a member of the Audit and Risk and Capital 
Works sub-committees of the Council.  

The Business Manager works collaboratively with the Heads of Campus and consults with 
the Human Resources manager and oversees the Accounts Officer. The Business Manager 
also works closely with all members of staff, teaching and general staff in the overseeing and 
management of all budgets and resources and is a member of the Facilities Committee and 
the IT Committee. 

 

Position Objective 

The School Business Manager promotes the highest standards of business ethos within the 
administrative function of the School and strategically ensures the most effective use of 
resources in support of the School’s core business. The Business Manager has a leadership 
role in strategic planning and setting goals for the financially secure and sustainable future of 
the School, identifying strategic opportunities and sources of funding.  

 

Key Accountabilities 

The Business Manager is responsible for effective resource management, accountability and 
is committed to ongoing school improvement by overseeing and ensuring: 

• Financial Resource Management and Accounting Control, including; 

 financial strategic planning and development of 5 year financial plan 
 day to day financial management 
 drafting of annual and long-term budgets 
 timely billing and collection of fees 
 effective procedures for debt minimisation 
 management of expenditure 
 management of school financial risk 
 ensuring continual financial improvements 
 financial management of, and secretary to, the Preshil Foundation  
 financial reporting to Board and relevant external bodies 
 general overview of school finances 
 development and maintenance of a procedures manual 

 

 

Business Manager 



• Liaison with External Bodies, including to; 

 act as the School’s authorised officer or responsible person across a range of 
external agencies, 

 be familiar with Commonwealth and State Recurrent funding systems and 
developments, 

 be familiar with Commonwealth Government Capital Grant schemes, 
 complete statistical and financial returns for regulatory bodies, 
 liaise with banks, insurers, electricity, communications and other key external 

suppliers of the school 
 ensure all bank covenants, loan repayments and reporting obligations are met 
 secure opportunities for sources of funding, grants and philanthropic support 
 Membership of the Association of School Business Administration 
 ISV and ASBA Business Managers network 

• Credit Management, overseeing; 

 collection of overdue accounts and continued compliance with the school’s fees 
policy and debt minimisation goals 

• Payroll, overseeing; 

 review and co-authorisation of fortnightly payment of salaries, 
 compliance with monthly PAYG withholding tax, superannuation, other deduction 

obligations 
 completion of Fringe Benefits Tax returns, and timely preparation of annual PAYG 

Summaries, ATO reconciliations and BAS returns 
 
• Procurement, ensuring; 

 competitive tenders for procurement of School requirements, 
 sound approval and recommendations of purchasing requests, and monitoring of 

ongoing financial agreements with providers 
 
• Records Management, ensuring; 

 distribution of Council papers, minutes and agendas 
 financial and administrative filing and archiving systems are appropriately maintained 

in line with recommended retention schedules 
 
• Management of Information Systems & ICT 

 Take an active role in the School’s ICT Committee to ensure that the School 
maintains level of ICT provision to meet staff and student requirements 

• Planning and Management of the School Property and Infrastructure; 

 Taking a leading role in the Facilities and Maintenance Committee to oversee the 
upkeep of the school’s physical facilities and resources, including building, cleaning, 
grounds and services and motor vehicles   

 Overseeing compliance with building codes, inspections and legislative requirements, 
 maintaining a schedule of inspections and audits to ensure the ongoing safety and 

sustainability of grounds, services and facilities 
 setting and delivering measures to ensure the school follows responsible, sustainable 

practices to minimise power, water usage, waste minimisation and exemplary 
environmental procedures 

 overseeing the use of the school’s facilities by external organisations outside of 
normal school hours, and project management of building capital works, property 
maintenance and repairs 

 understanding and respect for the compliance issues associated with a heritage site 



• Management of School Work Health & Safety requirements, ensuring; 

 the physical infrastructure is safe, functional and aesthetically pleasing for the school 
community, 

 a safe and secure environment is provided in which learning processes can take 
place, and management of School's insurances including returns, claims, reviews 
and adequacy of cover 

 
• Human Resources, including: 

 consulting on Human Resource matters 
 ongoing support of staff, 
 arrangements for appropriate professional development opportunities for support 

staff, and 
 undertaking appropriate professional development approved by the Principal 

 
• Maintain an active involvement in the life of the school, including; 

 contribution to staff, leadership and management meetings, 
 support of parents and parent support groups, 
 involvement in school events 

 
• Other duties as requested by Principal 

 

 

Selection Criteria 

In context of the Key Accountabilities above, amongst many skills candidates should 
possess: 

 This appointment will be subject to a satisfactory Working with Children Check as 
required under the Child Protection (Working With Children) Act 2012 

 Appropriate tertiary qualifications in Accounting and/or Business Management with 
eligibility for membership to a professional accounting body 

 Minimum five years experience in a similar role at a senior management level 
preferably within an educational environment 

 Well-developed communication and interpersonal skills that contribute to open and 
productive working relationships with internal and external stakeholders and the 
wider community 

 Demonstrated capability for high level financial and strategic management 

 Demonstrated working knowledge of budget preparation, interpretation of financial 
accounts and analysis of financial data and reports 

 Demonstrated experience in capital works planning, local government development 
applications and contract negotiations 

 Ability to self-manage and manage staff whilst maintaining the highest standards of 
integrity, professionalism, and confidentiality 

 Highly proficient computer skills, including capacity to learn new software and project 
manage future changes 

 Willingness to participate in all aspects of the Preshil community, including co-
curricular activities such as festivals and open days 



 Experience in building and leading efficient and cohesive teams 

 Management experience of Work, Health and Safety, Risk and Compliance 
responsibilities 

 Willingness to promote the values of the School as established in the “Courage” 
document, the International Baccalaureate Organisation and the School’s Strategic 
Plan 

 

Safeguarding Children and Young People 

Our organisation takes child protection seriously, and as an employee or volunteer of Preshil 
The Margaret Lyttle Memorial School, you are required to meet the behaviour standards 
outlined in our Safeguarding Children in Schools Code of Conduct. Attached to this 
document is this Safeguarding Children in Schools Code of Conduct. You can also access a 
copy of these guidelines via the Preshil website http://www.preshil.vic.edu.au/why-
preshil/policies/ 
 
Therefore as a part of your duties and responsibilities, you are also required to: 
● Provide a welcoming and safe environment for children and young people 

● Promote the safety and wellbeing of children and young people to whom we provide 
services  

● Ensure that your interactions with children and young people are positive and safe  

● Provide adequate care and supervision of children and young people in your charge 

● Act as a positive role model for children and young people 

● Report any suspicions, concerns, allegations or disclosures of alleged abuse to 
management 

● Maintain valid ‘working with children’ documentation 

● Undergo periodic ‘national criminal history record’ checks 

● Report to management any criminal charges or convictions you receive during the 
course of your employment/volunteering that may indicate a possible risk to children and 
young people 

 

Conditions of Employment 

The successful applicant will be subject to a Working With Children Check and Criminal 
History Records Check where applicable.  

Our organisation undertakes several screening processes to ensure the appropriate 
protection of children in its care. This includes reference checks, identity check, qualification 
checks and professional registration checks. 

 

 

Applications close Wednesday 15 January 2020 at 5pm 

A letter of application, together with current CV and contact details for  
three referees (in one complete file), should be emailed to Kate Bowers,  

HR Coordinator, at kate.bowers@preshil.vic.edu.au  
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