Manchester City Council

Job Description

Finance and Human Resources Manager, Grade 7
Administration and Organisation

Schools

The post holder will report to the Executive Headteacher and  School Business Director.  Apart from other colleagues in the school, the main contacts of the job are: Headteacher, teaching staff, other support staff and pupils.

Main Purpose of the Job:

To work collaboratively with all staff and parents in order to support student well being and to promote Keeping Children Safe in Education.

To be responsible for an efficient and accurate financial management service, including the monitoring of actuals against budget and reconciliations of income and expenditure.

To be responsible for general Human Resource matters within the School including the administration of the recruitment of teaching and support staff.
To ensure the school makes the best possible use of resources through effective strategic planning, including consideration of all financial implications.
Main Duties

1. Prepare for approval by the Executive Headteacher and Governors the annual estimates of income and expenditure.

2. Manage the recruitment, professional development, appraisal and training of all support staff.
3. Plan for, arrange and report on staff development aspects of all staff.

4. Provide leadership and guidance for support staff, including direct line management responsibility where appropriate.

5. To oversee all staff contracts and coordinate the administration of staff recruitment.

6. To manage the administration of the payroll system for teaching and support staff.
7. To monitor all accounting procedures and resolve any problems including: ordering, processing, payment for goods and services provided to the School; operation of bank accounts, ensuring that regular full reconciliation is undertaken; maintaining and assets register; preparation of invoices and collection of fees and other dues, taking legal action where necessary to recover bad debts.

8. To provide a comprehensive payroll service for all School staff, including operation of the various pension schemes and other deductions in which the School participates.

9. To prepare all financial returns for the DfE, LA and other central and local government agencies within statutory deadlines.

10. To support the School Business Director in maximising income within the ethos of the School, whilst ensuring best value principals are adopted, for example, in extended schools activities. 

11. Undertake procurement and sales revenue procedures, including the raising of purchase orders, arranging for payment of invoices, liaising with suppliers as appropriate, generating cheques, and raising sales invoices.
12. Undertake financial administration procedures, whilst ensuring the efficient delivery of consistent financial reporting.
13. Provide members of staff with advice and guidance with regard to school financial and HR procedures and regulations.
14. To work as part of a team to support colleagues and contribute to the vision and ethos of the school.

15. To contribute to the implementation of budgetary and financial initiatives as required. 

16. To undertake personal development to improve own practice

17. To assist with pupil welfare duties under the agreed system for the school to ensure the safety and welfare of pupils.

18. To assist with school administrative duties including facilities management 

19. Through personal example, open commitment and clear action, ensure diversity is positively valued, resulting in equal access and treatment in employment, service delivery and external communications.

Where the postholder is disabled, every effort will be made to supply all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  If, however, a certain task proves to be unachievable, job redesign will be fully considered.

Manchester City Council

Person Specification

Finance and Human Resources Manager
For this job we are looking for:

Experience of resource and financial management, formulating budgets, rigorous monitoring and control procedures

Certificate of School Business Management (CSBM) or willingness to work towards, with support of the school

An understanding of the requirements for ensuring an efficient payroll system.

Experience of analysing financial information and using budget monitoring procedures for monitoring income and expenditure.

Successful experience of implementing, developing and maintaining and effective financial information management systems in a busy office environment

Ability to analyse complex information and statistical data to produce reports and commentary using spreadsheets and databases.

Excellent IT skills and the ability to use financial management software packages or similar systems.

Ability to develop and review financial systems and procedures and implement improvements.

Effective communicator, both verbally and in writing, with an ability to relate to staff at all levels of seniority.

Excellent numerical skills to check and record accurate financial information, with an ability to proof read large amounts of financial data.

Ability to keep accurate financial records and maintain an efficient filing system.

An understanding of the importance of financial regulations, and a knowledge of such regulations or an ability to learn these through training.

Good organisational skills to meet any financial deadlines as required throughout the school financial year.

Willingness to attend any training courses as may be required in the future. 

Willingness to abide by the Federation’s various policies.

Personal Style and Behaviour 

Tact and diplomacy in all interpersonal relationships with the public, pupils and colleagues at work.

Self motivation and personal drive to complete tasks to the required timescales and quality standards.

The flexibility to adapt to changing workload demands and new school challenges.

Personal commitment to ensure services are equally accessible and appropriate to the diverse needs of the service users.

Personal commitment to continuous self-development.

Personal Commitment to continuous service improvement.

Personal commitment to the school’s professional standards, including dress code, at all times

Be willing to consent to and apply for an enhanced disclosure to a DBS
