An independent prep school for girls aged 3 through to 11

School Business Manager
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"This little school, succinctly summed up by one happy parent as
‘nurturing within a structured learning environment,’ is one to watch...
the staff routinely inspire, motivate and nurture, with that ever-present
Lyonsdown smile.”
Good Schools Guide, September 2019
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LETTER FROM THE CHAIR

Dear Prospective Applicant
Thank you for your interest in joining Lyonsdown School as a member of our Senior Leadership
Team, in the role of School Business Manager. This is an exciting time to join us as we become
‘All girls’ from this September, when we will also be launching our new strategic plan.
The plan builds on Lyonsdown’s firm foundations as a family-oriented school which values each
girl individually, striving to ensure that every child thrives academically whilst benefitting from
excellent pastoral care that nurtures and develops emotional wellbeing. We achieve excellent
academic results from a non-selective entry into the school and pride ourselves on the wide range
of opportunities we provide for all our girls, enabling them to find their own particular strengths.
Our new strategic plan includes a specific priority of ‘Developing efficiencies and effectiveness in
the professional running of the School’ which will be a key aspect of the School Business
Manager’s role. We are looking for someone who enjoys being part of a small school, relishing
the ‘hands-on’ nature our post offers – it will require ‘doing’ operationally as well as ‘thinking’
strategically and offers the opportunity to make an immediate and meaningful impact. The
successful candidate will play a key role as a member of the Senior Leadership Team, making a
significant contribution to driving change and improvement as part of our journey to excellence in
all aspects of the School – not only in the academic and pastoral provision for our girls but also in
the levels of service we offer for our parents and, beyond that, in everything we do.
I hope this application pack and the information available generally on our website and on social
media will give you a flavour of our school. I would be delighted to speak with you informally on
the ‘phone or via Zoom, and I, or a colleague if diaries necessitate, would also be pleased to
show you around if you would like to visit Lyonsdown personally.
We are ambitious for Lyonsdown, for our girls, for our parents and for our staff. We look forward
to hearing from you if you can bring a fresh Business Management perspective, whilst being
sensitive to what has gone before, and are committed to working in partnership with the CoHeads and SLT colleagues, as well as with the Board, to drive Lyonsdown forward into a
successful future.
Best wishes

Andrea Morley
Andrea Morley (Ms)
Chair of the Board
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BACKGROUND
TO THE SCHOOL

Location
Lyonsdown is situated in a quiet, residential area
of Barnet with good access from other parts of
London, as well as from parts of Hertfordshire
and Essex, both by road and by public transport.
The M25, A1 and M1 are easily accessible.
There is free on-street parking available. Whilst
many of our families are local, living within or
near Barnet, others travel from the surrounding
area.
History
Lyonsdown was founded in 1906 as ‘a new
school for girls and kindergarten.’ It opened in
the house we continue to occupy today and it
has been redesigned and extended over the
years to create an excellent learning environment
that both maximises our site and manages to
retain the early 20th century character of our
building. The School became a Charitable Trust
in 1973.
Future: School Developments
Having launched our ‘All girls’ vision in January
2019, this Spring saw us moving that forward
with updated aims being shared with all our staff.
Our 2021-2024 Strategic Plan will be shared in
September and our Co-Heads are on board and
excited to focus particularly on developing an ‘All
girls’ learning environment and our STEAM
provision, moving Lyonsdown from ‘Good’ to
‘Excellent’ in all areas for our next inspection.

“There are happy schools and there
are schools that make you grin from
ear to ear – Lyonsdown falls firmly
into the latter camp.”
Good Schools Guide, September 2019

Approach & ethos
We are proud to be an academically nonselective school. We offer places to girls who we
believe will thrive, develop and benefit from all
the opportunities on offer.
We offer a friendly learning environment, which
respects each child as an individual and where
pastoral care and pupils’ personal development
is a significant strength as recognised in our
2019 ISI inspection where this was judged to be
‘Excellent.’
We have a high degree of specialist teaching,
including in English and Maths from Y4 onwards,
Science from Y2 onwards and in Art, French,
Spanish, Music and PE from Pre-Reception or
from Reception onwards.
We offer a wide range of lunchtime and After
School Clubs led by members of staff as well as
by external providers, with wraparound care
available from 7.30am until 6pm.
Although a gentle Christian ethos underpins our
school, it is a diverse and multi-cultural
community, reflective of the surrounding area.
We are proud that our 2019 ISI inspection
recognised that "pupils are very accepting of
diverse backgrounds and enjoy learning firsthand from their friends about their cultures
and faiths.”
We also pride ourselves on the range of
opportunities we offer and the inspectors
commented that “Pupils thrive on the many
opportunities they are given to discover their
interests and excel in a variety of areas
outside the classroom.”
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Leadership & staffing
The School is currently being led jointly by Rittu
Hall and Julia Windsor who are, respectively,
Acting Co-Heads Academic and Pastoral. Both
bring considerable experience having already been
working together as members of Lyonsdown’s
Senior Leadership Team. From September, they
will be supported by two Acting Deputy Heads, also
with specific focus on Academic and Pastoral. The
School Business Manager will be joining this SLT.
We benefit from a loyal and dedicated staff with an
increasing mix of new and long-serving members of
the team with a high staff to pupil ratio. We are
committed to staff personal and professional
development and have a generous CPD budget
including in-house and external training, as well as
conference attendance where we regularly access
ISBA, AGBIS and ISA offerings.
Admission to the School
Girls can join Lyonsdown at the age of three into
our Little Lyons Pre-Reception class, or if space
permits, into our Reception class. Our 2019 intake
into Pre-Reception was our first ‘All girls’ year
and we will officially become ‘All girls’ throughout
from this September as all our remaining boys will
have moved on to their new schools.
Associations & Accolades
As part of the ISA, we regularly take part in
their various Inter-School competitions particularly in Sports and in Art, where seven
pieces reached their National finals this year.
Lyonsdown is proud to be in the Good Schools
Guide – the full review can be read here.
We are a ‘Girls on Board’ school.

School destinations & Scholarships
In the last 4 years, Year 6 girls have received 29
Scholarship offers across 117 school place offers.
This year, seven scholarships were offered to our
Year 6 girls.
Our pupils go on to a range of selective
independent and maintained schools – a full list
can be seen on our website and our 2019
inspection recognised that our pupils’ “attainment
in English and Mathematics is high so that they
are successful in gaining entry to their senior
school of choice.”
School facilities & developments
The School is housed in an attractive period
property with sympathetic extensions. The original
house is home to Pre-Reception through to Year
3, Learning Support base, Music Room, Art
Room, Science Lab, administrative offices and
staff room.
The School benefitted from the addition of a
standalone Gym/Hall about 25 years ago. This
was further extended and joined to the original
house in 2005 to provide four classrooms which
are now occupied by Years 4 - 6 and a dedicated
IT suite.
The original garden has been redesigned
creatively and offers attractive outdoor play and
learning areas, including a hard court marked out
for netball, football and other sports.
Our refurbished Year 4 classroom, Library and
Science Lab, new Kitchen, Dining room and multipurpose ‘Small Hall’ were all opened in 2019.

“Space seems magically abundant”
Good Schools Guide, September 2019
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JOB DESCRIPTION

Job Title: School Business Manager
Purpose of the role:
The post-holder will be a key member of the Senior Leadership Team (SLT), playing an important role in
the School’s long-term strategic development and planning and executing their own responsibilities to
support the achievement of the School’s strategic objectives. All members of the Lyonsdown team are
responsible, in every aspect of their work, for contributing to the outstanding education we deliver for all
our girls, supporting their academic and emotional welfare whilst encouraging them to grow, face
challenges with positivity and resilience and to enjoy each day with us.
The School Business Manager (SBM) is the School’s leading support staff professional, assisting the CoHeads in their duty to ensure that the School delivers its strategy and meets its aims. The SBM is
responsible for providing professional leadership and management for all staff generally, as a member of
the SLT, and specifically for the School’s support staff to enhance their effectiveness. Working in
partnership with the Co-Heads and the Board, the SBM will have key responsibilities in the following areas:

Leadership and Strategy
Data and Systems
Human Resources
Health and Safety

Premises and Site
Admissions and Marketing
Administration and Compliance
Finance

Leadership & Strategy
Act as a professional role model, providing effective leadership and management for all staff, as a
member of the SLT
Support the Co-Heads and other members of the SLT in working collaboratively and proactively to
raise achievement within the School
Ensure that school systems, both electronic
and process driven, are implemented and
remain fit for purpose
Coordinate the SLT meetings, including
providing data reports and relevant paperwork
as required
Liaise with the Clerk to the Board to ensure
all reports and documents are available on a
timely basis for Board and Board Committee
meetings and to fulfil any other information
requirements there may be outside the usual
pattern of meetings
Attend Board and Board Committee meetings
as required
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Data & systems
Ensure resources, support and training are provided to enable all staff to make the best use of available ICT
including teaching, learning and assessment systems; the School is currently upgrading its historic Engage
system
Ensure contingency plans are in place in the case of technology failure
Act as the lead for the school in providing/facilitating access to accurate and timely reports
Manage the use of the school MIS to ensure that all data is entered and maintained accurately
Manage the School’s relationship with its external IT support service provider
Act as the School’s Data Protection Officer, managing all aspects of GDPR compliance
Human Resources
Deliver a first-class administrative support service for the School, seeking and using external expert advice as
appropriate, on all Human Resource matters including associated policies, recruitment, appointments,
contracts of employment, conditions of service, discipline and grievance matters, making recommendations as
necessary to the Co-Heads and Board
Monitor and instruct the School’s external payroll provider on staff payroll matters, e.g. overtime, salary
changes/increases etc.
Ensure that staff are employed in accordance with pay and conditions of service, are suitable to work with
children and that all DBS and relevant appointment checks are carried out and recorded in accordance with
regulations
Ensure that accurate Human Resource records, including sickness and other absences, are maintained
confidentially and that associated information is used to support effective HR management
Maintain the Single Central Record ensuring all safeguarding procedures are in place and adhered to
Health & Safety
Ensure that all aspects of Health and Safety are managed in line with both the Health and Safety Executive
requirements and with best practice for our school setting
Ensure that the school’s written Health and Safety policy is implemented, is reviewed and assessed at regular
intervals or as the situation or legislation change demands, is clearly communicated and is available to all
people
Ensure systems are in place for effective monitoring and reporting of Health and Safety issues to the CoHeads and Board and, where appropriate, to the Health and Safety Executive
Carry out and lead other staff in carrying out risk assessments where appropriate, seeking and using
professional advice where required
Ensure maximum appropriate level of site security and safety is maintained
Commission professional audits as appropriate e.g. Health and Safety, Fire, Water etc.
Ensure all regulatory and other relevant training is undertaken e.g. first aid, epi-pen, staff paediatric first
aid, safeguarding etc.
Premises and site
In conjunction with the Site Manager, ensure the safe maintenance and operation of school premises and site
In conjunction with the Site Manager, prepare and implement a premises and site maintenance/new works
schedule, obtaining quotes for any maintenance/new works, securing necessary Co-Head or Board Committee
or Board approval and managing resulting works/projects effectively
Manage, maintain and develop the School’s premises and site
Ensure ancillary services e.g. cleaning are procured, monitored and managed effectively
Ensure the school has adequate insurance cover for premises and site within its wider arrangements
Ensure the appropriate installation and maintenance of equipment for detection, warning, protection and
escape from fire, ensuring all fire risk assessments are carried out and recommendations implemented
Manage the letting of the School’s premises to outside organisations, ensuring that appropriate checks are
carried out in accordance with regulatory requirements and in relation to the Single Central Record
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Admissions and Marketing
In conjunction with the Admissions and Marketing Co-ordinator:
Ensure pupil recruitment and retention to maintain numbers at capacity; responsible for all aspects of
the School’s admissions policy and processes, ensuring a smooth and successful customer journey
from initial enquiry through to joining
Lead on the development and implementation of the School’s marketing strategy; promote and
develop the School’s image and reputation amongst its key stakeholders including parents, feeder
schools, senior schools, business and the wider community
Administration and Compliance
Manage the whole school administrative and support function and lead all administration and support
staff, including the Admissions and Marketing Co-ordinator, the ‘front of house’ team which includes
the Co-Heads’ PA, the Site Manager and the Catering Manager
Prepare information for publications and returns within statutory guidelines e.g. DfE, ISC etc
Ensure that the school complies with the Independent School Standards and Regulations (ISSRs)
supporting the Co-Heads and Board in keeping up to date with, and meeting, all requirements
Support the Co-Heads and Board in complying with the School’s complaints process, ensuring that
necessary timescales are adhered to
Ensure that all school policies are in place, maintained and updated on a rolling schedule and as
required when there is any change in associated legislation or guidance
Act as the main contact point with the School’s insurers re any claims, advising and supporting the
Co-Heads and Board
Finance
In partnership with the Finance Officer and the Board’s Finance Committee:
Maintain a strategic financial plan that will indicate trends, support delivery of the Strategic and
Operational Plans and facilitate future budget forecasts
Actively monitor and control the school budget to ensure timely and informed decisions
Ensure provision and maintenance of resources, delivering value for money
Implement financial decisions and actions and support as required with the annual audit
Ensure the school always has adequate insurance cover for all aspects of its operation
Maximise use of the School’s assets and site to generate income
These key responsibilities are not exhaustive and the jobholder should be willing to undertake any other
reasonable tasks or assume any other reasonable responsibilities as may be required by the Co-Heads
and/or the Board.
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PERSON SPECIFICATION

Education and Qualifications
Degree in Business and Administration, Diploma in School
Business Management, or equivalent qualification or
experience in relevant disciplines
Desirable qualifications include: Health and Safety, CIPD or
other relevant HR qualification, Financial Management or Accountancy,
Knowledge and Experience
Experience of developing project plans to support
change initiatives and contributing to strategic business planning
Proven experience of Health and Safety management of premises,
site and school operations
Advanced IT skills, including a good understanding of ICT systems
and the ability to develop them to meet users’ requirements with
experience of a school-based MIS, preferably Engage
Experience in HR management
Experience of managing, developing and motivating a team of immediate direct reports
Desirable previous knowledge and experience
School Business Manager or Bursar
Compliance with, or an understanding of, the ISSRs
Implementing Engage from scratch
Contributing to the management, development and motivation of a wider team, beyond immediate direct
reports
ISI inspection
Financial leadership (our Finance Officer and Board Finance Committee manage the School’s Finances)
Skills, Abilities and Personal Attributes
Able to take a strategic view and approach whilst also ensuring attention to detail
Excellent interpersonal and communication skills, verbal and written including confidence in presenting to
internal and external audiences
Able to quickly establish rapport and effective professional relationships with parents, staff, children and all
members of the School community as well as with the wider external community
Able to act as an Ambassador for the School and to represent it well at all times
Able to work collaboratively with others to achieve excellence in all aspects of the role
Excellent organisation and time management skills, with the ability to prioritise effectively and to multi-task
to fulfil all aspects of the role
Enthusiastic, positive and demonstrates a calm but ‘can-do’ attitude, even in difficult circumstances
Able to respect confidentiality at all times and demonstrates absolute discretion
Commitment to safeguarding and promoting the welfare of children and young people
Embraces and celebrates diversity and difference and promotes equal opportunities
Supports and upholds the ethos and aims of the School
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TERMS OF EMPLOYMENT
& HOW TO APPLY

Terms of employment:
Full-time, permanent post
28 days holiday entitlement with some flexibility as to when it can be taken
Pension scheme with generous employer’s contribution
Lunch is provided for all Lyonsdown staff
Salary commensurate with the experience and qualifications of the
successful candidate, expected to be in the range of £43k - £50k
Arrangements for visits:
Although School is closed for children until 9th September, we welcome visits
from prospective applicants. Please contact us by email, using the
‘recruitment’ address below, to make mutually convenient arrangements for a
visit or for an informal and confidential chat about the role on the ‘phone, or
via Zoom.
How to apply:
Please complete our Lyonsdown School Trust Ltd Application Form
electronically and save it as a PDF, including a statement in support of
your application in Section 7 which should explain what skills and
attributes you bring and how you fit the position.
Return your completed form and our Equal Opportunities monitoring form,
along with any additional information you may need to send relating to
Section 10 of the Application Form, by email to
recruitment@lyonsdownschool.co.uk
Please include your name within the file names of all documents you send
via email.
All applications will be acknowledged by email and if you have not had confirmation of receipt within one
working day of submission, please contact Andrea Morley on 07720 711897.
Closing date: 8th September 2021, 5pm
Preliminary conversations: 13th or 14th September 2021 (day/time by mutual agreement)
Selection event: 21st or 22nd September 2021 (date will be confirmed to short-listed candidates) with final
candidates meeting members of the Board on Saturday 25th September
References: In accordance with safer recruitment best practice in education, references will usually be taken
up for all candidates at short-list stage. However, we will confirm with you that your referees, including your
current employer, are expecting to hear from us prior to our reference requests being sent.
We are 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 subject to enhanced DBS and other
checks in line with safer recruitment best practice.
Registered charity No. 312591
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