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Post: Business Manager
Job purpose
To work collaboratively with the Nursery Manager and the Board of Directors on finance and administration matters to ensure that Blackhall Nursery continues to deliver a high quality, sustainable, values-focussed service.    To display integrity, flexibility, commitment and a shared sense of responsibility for the continuing success of the Nursery.   In return you can enjoy being an integral part of a warm, happy and caring environment and to receive appreciation from the staff and parents as well as smiles, stories and drawings from the children.  
	Main responsibilities

	Tasks

	
Finance





	
· QuickBooks – enter and code expenditure and income, match payments, run bank reconciliations, monitor spend against budgets, generate reports, monitor fundraising and grant spend, raise invoices as required, manage petty cash, all with appropriate supporting documentation.
· Payroll (Sage)
· Contribute to budget preparation and monitoring (including salary review), and provide information on legislative changes and sector changes
· Lead on the preparation of the annual accounts, including the Trustees’ Annual Report, and ensure that the accounts are reviewed and submitted to Companies House and OSCR on time.
· Provide information to the Manager / Board / committee fundraisers as necessary
· Complete grant applications, monitor spend
and complete reports as necessary
· To ensure that the Nursery’s financial guidance documents are adhered to and reviewed as necessary in the Policy Review Schedule
 

	
Administration








	
· To respond to waiting list enquiries and applications, to manage the waiting list, the place offer process, children’s enrolment, associated data input and any partner provider contract requirements 
· To assist the Manager with arranging and taking part in events e.g. enrolment session, information evening
· To manage the completion of the Partner Provider Contract with CEC and to ensure that all related documentation / polices are in place
· To manage the lease for the building and to ensure that all necessary requirements are complied with, with input from the Manager and Board Chair / Board as necessary
· To carry out HR administration tasks to support staff recruitment and induction (recruitment communications, interviews, reference requests, PVG applications, etc.), training (arrange in-service day training as requested) and appraisals
· and general HR requirements
· To record staff absence
· To gather information for annual returns (Care Inspectorate, ScotExcel, CEC etc)
· To manage the policy review and change process and to support the Manager and Board with change implementation 
· To ensure that the appropriate insurance and licence cover is in place and that any terms and conditions are complied with.
· To update the website and maintain appropriate IT services 
· To manage the milk contract and food waste contracts, including over holiday periods
· To assist the Manger with administration of insurance issues for staff, children, volunteers, student placement and trainees as required
· To follow the Business Manager Task List timetable and to revise as necessary


	
Company Secretary duties
















	
· To attend board meetings as an advisor
· To be familiar with Companies House and OSCR requirements and best practice guidance, to advise the Board on all related matters.  
· To keep the company membership records current
· To manage the AGM process, with the Board Chair, to ensure that the appropriate requirements are met (agenda, notification period, proxy voting, quorum numbers, etc) and to communicate with members
· To support the Board to meet all Companies House and OSCR requirements
· To inform the Board of any changes that might affect the Nursery as a company and as a charity 
· To manage the recruitment and induction process for new board members, including PVG checks 
· To ensure that the Parent Committee (as a Board sub-committee) is advised of the relevant nursery policies and guidance and that it is understood and followed


	
Facilities Management

	
· To manage contracts for services, e.g. electricity, telephone and broadband, waste uplift, water and rates rebates and to ensure that best value/service is achieved
· To arrange for alarm servicing, PAT and electrical installation testing, fire safety equipment testing in line with the regulations as detailed in the Business Manager task list
· To ensure that the building and grounds are maintained in good order and that regular maintenance/repair is carried out as necessary.   
· To arrange for quotes and agreed budget spend as necessary to support maintenance/repair/upgrade
· To facilitate out-of-hours access if necessary
· To ensure that water management tasks are carried out as required throughout the year (including during holiday periods)
· To manage requests for access to the building by board or committee members and to ensure that all relevant policies and insurance requirements are met
· To manage requests for access to the building by outside organisations, in discussion with the Manager and Board Chair, and to ensure that all necessary requirements are met (DGPR, insurance, key control etc.) with reference to the Access Agreement paperwork.  
· Manage keyholder list and keys 


	
Board / Parent Committee support

	
· Ensure that new board members and committee members are given all necessary information/guidance to carry out their roles
· Support the Parent Committee to ensure that guidance information in online files is current 
· Support the parent committee with admin for fundraising events 
· Track fundraising income, organise cash float, write match funding letters etc as necessary.
· Support with advice, guidance and practical help as necessary
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