Job Description







       

	Post Title:
	School Finance Manager
	

	Department:
	Blackfen School for Girls
	Grade:
	

	Division:
	Schools
	Section:
	Education
	Post No:
	

	Responsible to:
	Head Teacher

	Responsible for:
	Finance staff 

	Functional links with:
	Students, Teachers, Parents & carers other agencies/professionals and school staff                                         



	

	Main purpose of the job: 


	To act as Chief Financial Officer for the school. To act as Company Secretary for the Governing Body and to be responsible for all associated records and returns. Be responsible for the day to day management of the school budget and the production of all of the statutory reports to the DfE HMRC etc.

	Major Duties and Responsibilities: 


	1. Prepare and submit the financial reports, estimates and completion of financial returns as required by the governing body, Companies House, DFE and the charities commission. 

2. Prepare the annual budget and 3 Year Financial Plan taking into account expected income and expenditure and by analysing trends and forecast budgetary demands.
3. Facilitate the governors’ understanding of the budget, income and expenditure by preparing and presenting explanatory reports at governors’ meetings.

4. Manage the Finance Officer and the Assistant Finance Officer
5. Ensure the school has appropriate financial systems and assist in the management of all aspects for the systems.
6. Oversee the School Voluntary Fund ensuring all audit recommendations are met and that there is a clearly defined policy on the use of the fund ensuring it is audited every year.
7. Manage the School Finance system. Ensuring the understanding of all users.

8. To initiate and write bids for additional funding in relation to Teaching and Learning and any other areas highlighted and agreed with the Head Teacher. Work with relevant person on acquiring grants and bids for the academy.
9. To develop additional revenue for the school through grants and voluntary donations
10. Ensure financial regulatory and compliance, as specified in school policies, the Academies Trust Handbook and the Academies Accounts Direction. 
11. To Review departmental budgets and recommend adjustments for the forth coming year.
12. Prepare monthly management accounts and reports including Income & Expenditure Account, variance analysis and commentaries, cash flows and balance sheet.


	13. To be responsible for sales and purchases, income generation – sponsorship lettings and business activities.
14. Manage the Annual Internal and External Audits 
15. Ensure the Academy receives value for money.
16. Maintain systems and procedures that ensure financial transactions are recorded and reported accurately.
17. Prepare and maintain the Academy risks register.  Prepare statements of internal controls annually or as required
18. Responsible for the development and implementation of the Academy’s financial and service support policies, systems and procedures ensuring that they are compliant.

19. Make the necessary arrangements for insurance cover for the Academy and Governors.

20. Ensure the Academy meets all its financial obligations.

21. Review current processes and recommend improvements.
22. To have a strategic overview and responsibility for payroll working with the HR Officer and to ensure payroll payments are accurate
23. To liaise with the HR Officer on costs and contracts of new staff and to be fully aware of pay and conditions of service



	


	Resources:

	


	SIGNED BY

	Post holder:
	
	Print Name:
	
	Date:
	

	Line Manager:
	
	Print Name:
	
	Date:
	

	Job Assessor:

(if required)
	
	Print Name:
	
	Date:
	


Person Specification

	
	Essential
	Desirable

	Qualifications
	· In possession of, or working towards a finance qualification such as AAT or equivalent.

	· A recognised accountancy qualification eg CIPFA.


	Experience
	· Experience of financial management in a large organisation.
· Experience of financial accounting systems.  Managing budgets, financial reporting, procurements and fixed assets.


	· Experience of working within an educational environment.

· Experience of FMS Financial package.
· Experience of establishing financial systems in a new organisation.
· Managing change projects.

	Training
	· Evidence of Continuing Professional Development.
	

	Knowledge 

and Skills
	· Knowledge of the funding arrangements for schools and academies.
· Able to deliver value for money initiatives.
· Able to use a range of ICT packages.

	

	Personal Qualities
	· Highly developed interpersonal skills.

· Ability to be an effective team member as well as to work independently.
· Ability to work under own initiative and with minimum supervision.
· Excellent organisational, planning and prioritisation skills.

· Willingness to constructively challenge the work of self and others.
· Ability to work under pressure.
· Ability to maintain a sense of humour.


	


