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Business Manager 
 

POSITION DESCRIPTION 
 

BACKGROUND 
 

 
We are Queensland’s First Grammar School; a strong and nurturing community to which we are 
proud to belong. Officially opened in October 1863, Ipswich Grammar School develops the 
leaders of tomorrow with a holistic approach to education. Our history is based upon the 
principle of aspiring to be the best that we can be, and   our   boys   are   characterised   by   their   
determination and resilience. 
 
The IGS honour roll includes Storey Bridge designer Dr John Bradfield, former Chief of the 
General Staff of the Australian Army, Lieutenant-General John Coates and former Chief Justice of 
Australia, Sir Harry Gibbs. Modern sporting stars Shane Watson and Berrick Barnes are also Old 
Boys of Ipswich Grammar School. We have a distinguished history, we seek to honour our past 
and move towards a bright future as one of Australia’s leading boys’ schools. 
 
VALUES AT IPSWICH GRAMMAR     SCHOOL 
 
Our school motto is Labore Et Honore – By this we mean that we will achieve success by working 
hard and behaving honourably. Ipswich Grammar School prides itself on the three core values 
of Belonging, Honour and Resilience. The School is committed to ensuring exceptional outcomes 
for our boys in academic achievements, artistic development and sporting endeavours. 
 
FACILITIES 
 
Ipswich Grammar School is steeped in history. The original buildings from 1863 sit proudly on 
Grammar School hill and are listed by the National Trust. This fine gothic structure is nestled amid 
a complex of modern facilities including a Precinct of the Arts, Auditorium, Science Building, 
Music School, Classroom Complex, Information and Technology Centre and Design Workshops, 
Library and Resource Centre, Junior School, Gymnasium, Heated Pool, multi-purpose Sports 
Dome and a Literacy Centre. 
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The Risson Centre and Brassall Sporting Complex are just a five-minute drive away. The centre 
caters for sporting functions and is a conference and seminar venue. The facility hosts IGS 
Cricket, Football, Rugby, Cross Country and other outdoor activities and has eight international 
standard tennis courts and a clubhouse. 
 
ORGANISATIONAL STRUCTURE 
 

 
POSITION OBJECTIVE  
 
 

To develop, implement and sustain the strategic finance and administrative programmes 
of the school through planning and leadership of the Finance and Administration team, 
as well as, relationships with the wider community.  
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The Business Manager is responsible for the management of the School’s financial, 
business and administrative operations in accordance with the policies as formulated by the 
Board of Trustees and the Headmaster/CEO. The Business Manager will also be expected to 
perform the duties of Secretary to the Board of Trustees.  

 
ENVIRONMENT 

Internal 
 
The Business Manager reports to the Headmaster/CEO and operates at the most senior level of 
Ipswich Grammar School on all administrative matters. 

 
The Business Manager also performs the duties of Secretary to the Board and is directly 
responsible to the Board on all matters arising from the Grammar Schools  Act. 

 
The School financial, business and administrative functions affect all operations of the School. 
Accordingly, the Business Manager has contact with senior managers, Heads of Year, Heads of 
Department and all staff operating cost centres. The purpose of this contact is to provide: 

 
a) School business operations and  ventures; and 
b) School administrative support, processes and procedures. 

 
External 

 
The complexity and diversity of School administration, funding and spending programs 
involves the Business Manager in a wide network of external associations. These include 
DEEWR (Commonwealth), Office of Higher Education (State), State Government Treasury, 
Queensland Treasury Corporation, Grammar and other private schools, Local Authorities, 
bankers, valuers, investment advisers, solicitors etc. 

 
Committees 

 
 
The Business Manager is a member of the Leadership Team comprising the Headmaster/CEO, 
Deputy Headmaster, Dean of Students, Dean of Teaching and Learning, Head of Junior School, 
Deputy Head of Junior School and Business Manager. The Business Manager contributes to the 
wider management of the School through membership of committees, project groups and 
working parties. The Business Manager is also a participant at Board Meetings as a Secretary to the 
Board.   
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Nature and Scope  
 
The principal emphasis in the role of Business Manager is to provide the systems, procedures 
and controls to enable the allocation of the financial, business and administrative resources in 
achieving the School’s goals. The Business Manager also ensures policies and standards comply 
with the public finance standards. 

 
Secretary to the Board 

 
 

The Business Manager will also perform the duties of Secretary to the Board. These duties will 
include but are not limited to: 
 

a) Attendance at all board meetings and various board sub committees; 
b) Compliance with legal, regulatory and listing requirements; 
c) Training and Induction of new Board Members; 
d) Contact with regulatory and external bodies; 
e) Act as an authority, on behalf of the Board of Trustees, to sign documents as approved 

by the Chair of the Board.  
f) Maintain the register of donors and subscribers; 
g) Support the Board in ensuring that the Board’s policies, procedures, and commitment 

concerning, compliance are effectively monitored and implemented; 
h) Provide secretarial support for the Chairman of the Board of Trustees, the Board and its 

sub-committees; 
i) Ensure the provision of timely and appropriate information to the Board according to 

protocols developed by the Board with respect to selection and sending out of meeting 
papers including the preparation and distribution of agendas for Board and sub-
committee meetings; 

j) Support the provision of high quality supporting papers for Board and sub-committee 
meetings and coordinating meetings of Board members; 

k) Be responsible for ensuring accurate minutes of meetings are taken and approved; and 
l) Maintain the security of confidential files. 
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Accounting Systems  
 
Following the allocation of budgets it is the responsibility of the Business Manager to ensure 
compliance with the Financial Administration and Audit Act and the Public Finance Standards. 
The Business Manager ensures that management information systems are developed and in 
place so that the School can execute plans to meet its mission. 

 
The systems include general ledger, purchasing and receiving, accounts payable, accounts 
receivable, fixed assets, payroll. The systems will monitor income and expenditure, assess cost 
centre performance and track the allocation of resources.  

 
Financial Management Practice Manual 

 
 
The Business Manager is required to develop/maintain financial policy and review appropriate 
financial practices and procedures that assist staff of the School with the processing of financial 
transactions and in the understanding of financial accounting systems. 

 
The policies, practices and procedures contained in the Financial Management Practice Manual 
have been developed with a view of ensuring that the School financial administrative activities 
are conducted efficiently and effectively and that they conform to appropriate accounting 
concepts, standards and statutory requirements. The Business Manager is responsible for the 
currency and correction of  the manual. 

 
Statutory Compliance 

 
 
The Business Manager prepares the published financial statements and consolidated financial 
statements of the School for certification by the Auditor General. The Business Manager is 
conversant with relevant legislation. 
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Other financial related activities undertaken by the Business Manager include, to: 

 
a) Oversee investments of surplus funds to maximise School cash flow and 

working capital situation; 
b) Develop, implement, oversee and review the School purchasing policies and 

procedures; 
c) Initiate and operate systems to track and value School assets in accordance with 

the relevant financial  compliance; and 
d) Implement a flexible payroll system to cater for the diversified School 

workforce 
 
 
Key Responsibilities 

  
 
 Oversee the development of the School business, administration and financial policies 

and plans, and responsible for their implementation. 

 Oversee the Marketing team, strategic development and processes which promote 
the reputation of the school translating into enrolments.  

 Manage any major facilities and grounds projects which are underway and liaise with 
the Facilities Manager and consultancy team engaged in these projects. 

 Maintain responsibility for coordinating the ‘Our School’ component of the Strategic 
Plan and relevant strategies.   

 Preparation and Review of Monthly Profitability Statements for the Headmaster/CEO 
and the Board – Actual vs. Budget for month and Year to Date and Previous Year, 
Variance   Analysis.  

 Ensure the School meets its external reporting obligations by preparing the annual 
financial statement and other statutory financial and statistical returns by providing 
timely, accurate and comprehensive reports to the Board of Trustees and Government 
authorities. 

 Prepare the School budget and long range capital and operating cash projections for 
consideration by the   Board. 

 Ensure the School gains maximum returns on investments by developing, monitoring 
and updating investment strategy. 

 Act as a technical/specialist financial resource by providing expertise to heads of cost 
centres in finance and accounting policy matters. 

 Optimize the income received from special grants and other funds by maintaining 
separate accounting procedures for such grants and ensures compliance of each 
grant.          
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 Complete and manage any applications to Block Grant Authority for funding and any 
loan applications to Queensland  Treasury. 

 Ensure adherence to legislative and audit requirements by reviewing changes to Acts 
and Regulations and liaising with funding authorities, the taxation Department and 
the Office of the Auditor   General. 

 Provide effective and economical purchasing operations by directing and controlling 
the purchasing function and ensuring adherence to Government Purchasing Policy. 

 Manage the administrative services and support to the School’s strategic objective by 
ensuring facilities and services on all campuses are maintained at a high standard. 

 Manage and provide administrative support to all building and other school projects, 
including Workplace Health and Safety across the School. Purchasing, selling and 
maintaining school properties both on and off campus. 

 Member of the Senior Management Team and work with senior management to 
promote the School and its facilities in a positive way to the School community, 
general public and business. 

 Ensure effective asset control by managing the assets register and ensure the School 
is adequately covered for insurance at all times. 

 Manage the payment of salary and wages, PAYG, GST, FBT and superannuation 
payments to ensure compliance with relevant awards and legislative requirements, 
involvement in all Enterprise Bargaining negotiations. 

 Carry out matters required in accordance with the Grammar School Act and all other 
ancillary State Government Acts in relation to Statutory  Authorities. 

 Manage the relationship with the Old Boys Association, with the view to increasing 
funding for the IGS Building Fund. 

 Liaise with and support the Red and White Foundation 

 Financial management and operations of the P & F and associated support groups. 

 Liaise with the internal and external Auditors and adhere to all the required reporting 
guidelines as set down by the Queensland Audit Office. 

 
Job Authority 

 
 
The Business Manager is expected to take actions within the limit of School policy, budgetary 
provision and delegated financial approval. The Business Manager has authority to sign 
documents on behalf of the Board of Trustees as approved by the Chairman of the Board.  
Work is reviewed monthly during Board Meetings.  
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Key Selection Criteria/Person Specification 
 

 
SC1  Possession of tertiary qualifications in finance, business, commerce or a related 

discipline, together with membership of a recognised professional accounting body 
or equivalent post graduate qualification. 

 
SC2  Thorough knowledge of the theory and practice of the administrative financial 

management in a large organisation. A good understanding of the organisation, 
structures and process by which an independent school operates would be advantageous. 

 
SC3  Demonstrated high level of skills in developing and applying financial systems and 

knowledge of concepts, strategies and issues associated with the financial 
management of a public sector organisation. Extensive experience in financial 
control/management of a large organisation is essential. 

 
SC4  Proven ability to contribute effectively to the strategic direction of a large, diverse 

organisation. 
 

SC5  Demonstrated high level of interpersonal skills including communication, leadership 
and people management skills at both strategic and operational levels. 

 
SC6 High level of written skills including the demonstrated ability to develop and prepare 

reports and policies on complex and sensitive issues. 
 

 
 
 
*All Applicants must have a current Blue Card or be able to successfully obtain one* 

 
 
 
Please Note: The specific duties as mentioned in this Position Description may be subject to 
change from time to time to meet the Ipswich Grammar School business needs. 
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