
POST TITLE:		FINANCE AND PERSONNEL MANAGER

SCALE:		GRADE 7 ~ 25 hours per week (Term time + 1 week – 195 days)


PURPOSE OF JOB:		
To work as part of the administrative team in supporting the school in attaining its aims and objectives by management of school finances and personnel, ensuring proper records are kept. Maintaining and inputting data onto computerised financial management systems and HR portal, ensuring information contained therein is up to date and accurate and complies with relevant legislation, regulations and policy.


MAIN OBJECTIVES

	FINANCE

	Management of school bank account ensuring school and LA deadlines are met

	· Managing RM accounts on daily basis
· Processing month end, getting sign off from HT

	Support the Headteacher with the preparation of budgets with accountancy advice within the timetable for final approval.  

	· Preparing budget in BPS with HT
· Preparing final budget document for governors’ approval

	Advising on budget position and budget preparation, having an oversight of all accounts – reporting difficulties to the Headteacher and/or Budget Holders
	· Monitoring budget – ongoing
· Meeting each month with HT to review and make required adjustments on BPS

	Ensure that the school complies with VAT legislation

	· Following all LA procedures, seeking advice from LA on this as required

	Ensure safe & accurate banking and the accounting of all monies including BACS payments

	· Day to day account management, liaison with office staff on cash entries
· Maintaining log of credit card receipts to match goods purchased
· Checking receipts are authorised by HT
· Signing credit card in and out when approved for use by HT

	Ensure ordering of goods and supplies and approval of invoices for payment is made within agreed regulations.  Monitor quality of purchases and seek out new suppliers

	· Ordering all supplies for curriculum, kitchen, buildings etc
· Paying invoices
· Filing of invoices

	Complete special projects when required

	· Procurement such as getting 3 quotes for works and liaising with Spirit for IT, liaising with office manager for buildings

	Locating, collating, analysing and presenting information to the Headteacher, governors and LA as required. Preparing reports for Governors, and attending Finance meetings when requested.

	· Getting reports from Finance for governor meetings
· Attending governor meetings from time to time to answer any budget related questions

	PERSONNEL

	Management of the Special Leave of Absence policy; monitoring staff absence and unpaid leave, liaising with EPM regarding formal processes

	· Liaison with HT on a daily basis for staff absence and maintaining the absence spreadsheet
· Processing requests for special leave which involves logging on spreadsheet and letter to employee using template provided

	Managing and updating staff contracts and associated personnel information using Integris G2 and the EPM portal

	· Using EPM portal to check contracts are accurate and make any changes to existing staff e.g. change to hours or extended temporary hours
· Ensuring BPS has accurate staff details for salary and updating with new staff
· Adding new starter information to portal

	Liaising with EPM to complete monthly payroll and managing any overtime payments.

	· Preparing overtime file for payroll at EPM in timescale set by them
· Reviewing payroll information and checking for anomalies with SS then reporting these to EPM
· Ensuring payroll has been signed off by HT within deadline
· Dealing with any staff pay queries

	Supporting the Headteacher to ensure that all relevant personnel policies and procedures are in line with current legislation 
	· Liaison with HT during recruitment process – Office manager will work with HT to prepare documents and adverts for recruitment / interview and then ‘handover’ once applicant is successful
· Checking new personnel files include all relevant documents for safe recruitment and match SCR
· Checking current staff personnel files are properly filed from time to time (Office admin files paperwork)
· Checking personnel policies are reviewed by governors in timely manner
· Reading EPM advice notes and updates

	OTHER
	

	Audit of GDPR in school, liaison with GDPO

	· Ensuring that GDPR is maintained in office along with colleagues e.g. no unauthorised people in office
· Completing annual audit for GDPR and sending back to GDPO
· Advising staff on aspects of GDPR that come up and annual clearing of data etc

	Any other duties relevant to the post

	· Safeguarding training annual refresher
· Safer recruitment training
· SCR training
· Personnel files are weeded and moved to loft when required
· Ensuring that retention policy is followed e.g. old applications shredded in time frame etc
· Working with colleagues to keep office tidy

















[bookmark: _GoBack]Nov 2026
