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APPLICATION PACK
Business Support Manager
May 2026


Lancaster Royal
Grammar School
State Day and Boarding School for Boys 11 to 18
Coeducational Sixth Form

Welcome from the Headmaster – Dr Christopher Pyle

I am delighted that you are interested in the post of Business Support Manager at Lancaster Royal Grammar School.

This is a full time, term time plus three-week post commencing in September 2026.  This post would be suitable for a candidate with experience in school business management.  This opportunity comes at an exciting time in the life of the growing school following the retirement of the Operations and Estates Manager after twenty years in post.  

Lancaster Royal Grammar School is an exceptional state grammar and boarding school for boys with a co-educational sixth form.

The school has around 1300 students on roll including 115 boarders.  Most of our boarders are from northwest England, but a growing number live in London or overseas.

The school aims to provide a well-balanced and rigorous academic education, and outcomes are excellent.  An ambitious extra-curricular programme provides wide social, cultural and sporting opportunities, including Saturday games fixtures.

The school is currently participating in the School Rebuilding Program.  It is anticipated that this will have a transformative impact on the School’s Estate over the next 5 years.

The post holder will be responsible for managing the operation of the administrative functions of the school and will also be the school’s designated Health and Safety Officer.  

The post will report to the Director of Finance and Support Services and play a central part in the life of the school.  Strategic planning is an important part of the role.  The role will lead planning for resources across the administration functions of the school, in line with priorities agreed by the Senior Leadership Team and Trustees.  He or she will monitor progress against those plans, keeping the Head and Trustees fully appraised, and identifying issues and potential solutions.

Operational management is at the heart of the role.  The Business Support Manager will ensure that administrative processes are reviewed and updated to reflect current technology and practices ensuring consistency and efficiency.

This post will lead our diverse administration team consisting of 8 members of staff operating across 4 locations within the school.  This team incorporates our reception, admissions, attendance & pastoral support as well marketing and development. The post holder will maintain a positive and open culture, ensuring clarity and efficiency, to enable staff to provide excellent support to the school for the benefit of the pupils.  

The post of Business Support Manager is graded on the NJC Support Staff pay Structure Grade 10 currently £46,142 - £51,357 FTE.  Support Staff at LRGS are eligible to join the Local Government Pension Scheme.  

I very much hope that you will apply to join us, to help lead the next exciting stage of our development for the benefit of the pupils.


Dr Christopher Pyle		
Head                                         		
May 2026
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LANCASTER ROYAL GRAMMAR SCHOOL

JOB DESCRIPTION

	JOB TITLE:
	Business Support Manager (including H & S Officer)


	SALARY:
	Grade 10


	CONTRACT WEEKS:
	Term Time plus 3 weeks


	RESPONSIBLE TO:
	Director of Finance & Support Services


	RESPONSIBLE FOR:
	Receptionists, Development Officer, Attendance Officer, Marketing Manager, Wyresdale Pastoral Assistant, Admissions Officer, 6th Form Pastoral Assistant

	Health & Safety Officer:

· To be the Health and Safety Officer for the school
· Ensure the school meets all statutory health, safety and welfare obligations
· To coordinate the Site Manager to ensure that the school buildings, facilities and school site and grounds are maintained to the highest possible standard, are in a proper working order and compliant with relevant Health, Safety & Welfare legislation
· Ensure safe working practices are adopted across the school in accordance with the school’s Health and Safety Policy and current legislation
· Ensure all required Insurance arrangements are in place (including RPA, motor and personal injury).  Provide advice to the SLT on insurance matters and to the EVC/trip organisers in relation to insurance arrangements for overseas trips and educational visits; complete insurance claims as required 
· To negotiate, manage and monitor licences, insurances and contracts on behalf of the school.
· Oversee delivery of the catering and cleaning contracts and ensure Service Level Agreements are met

Business Support Manager:

· To manage the school’s administrative function and line management of school support staff
· To lead on community activity, such as partnerships, shared services and split sites.
· To be responsible for the development of the marketing strategy for the school
· To develop income generating activities, including preparation of and submission of bids for funding to external agencies, including lettings.
· To support and coordinate bids to the Friends of LRGS;  take minutes at Seward Committee (pupil council) meetings, liaising with the Head of School and Trustees
· To organise and oversee school events including Inset Days, School Photos,11+ Entrance tests, Speech Day, Carol Service, Open Day, Founders Day, Parents Evenings etc.  
· To promote staff welfare and send cards or small gifts for significant events such as retirements or birth congratulations
· To project manage administrative projects and drive efficiencies throughout administration
· Have delegated authority to organise cover for absent staff from within the team
· To work within School policies and procedures
· To take care of their own and other people’s health and safety
· Commitment to undertake in-service development
· Commitment to safeguarding and protecting the welfare of children and young people
· Commitment to sustaining regular attendance at work






	PERSON SPECIFICATION

	
Post: Business Support Manager

	
Salary:  Grade 10

	
Criteria (Based on the job description)
	Essential (E) or Desirable (D)
	Assessment method; Application (A), Interview (I), Task (T), or Other (O)

	Qualifications and Experience

	Experience in senior administrative roles
	D
	A

	Qualification in School Business Management
	D
	A

	Evidence of CPD
	D
	A

	Professional Knowledge and Understanding

	Experience of leading, coaching and mentoring to develop others
	E
	A / I

	Significant experience of project management
	D
	A / I

	Experience of managing staff in a variety of roles and disciplines
	E

	A / I

	Experience of working as part of a team
	E
	A / I

	Experience of working with a wide range of external agencies 
	D
	A / I

	Experience of leading the appraisal and performance management of staff
	E
	A / I

	Experience of resolving complex problems and managing conflicting issues
	E
	A / I / T

	Experience in facilities and contract management
	D
	A / I

	Experience of income generation and fundraising
	D
	A / I

	Personal and Professional Qualities

	Ability to form and sustain positive professional relationships with pupils, staff, parents and Trustees
	E
	A / I

	Positive judgement in decision making; ability to weigh up complex situations and decide on a course of action which prioritises the needs of the school
	E
	A / I

	Ability to manage a significant workload and prioritise responsibilities to maintain personal effectiveness
	E
	A / I

	Excellent organisational, managerial and administrative skills
	E
	A / I

	Excellent written and verbal communications
	E
	A / I

	Ability to influence and motivate others to achieve a common goal
	E
	A / I

	Professional curiosity and a willingness to take responsibility for development of their individual professional development
	E
	A / I

	
Prepared by: C Lodge

	Date:
	May 2026







APPLICATION PROCESS

Applications for posts at LRGS consist of a fully completed application form and a covering letter. Candidates may also send a separate CV if they wish.  

The covering letter should address your particular strengths and how your experience to date has prepared you for this particular role.

Applications should be sent to recruitment@lrgs.org.uk.

Closing date: 9am on Monday 1st June 2026

Shortlisting will take place shortly after this date and all candidates will be contacted.


LRGS is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. The post holder’s responsibility for promoting and safeguarding the welfare of children and young persons for whom s/he is responsible, or with whom s/he comes into contact will be to adhere to and ensure compliance with the school’s Child Protection Policy Statement at all times.  If in the course of carrying out the duties of the post the post holder becomes aware of any actual or potential risks to the safety or welfare of children in the school s/he must report any concerns to the school’s Designated Safeguarding Lead or to the Headmaster.

FURTHER INFORMATION
https://reports.ofsted.gov.uk/provider/1/SC042778 https://www.goodschoolsguide.co.uk/schools/lancaster-royal-grammar-school
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