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JOB DESCRIPTION

JOB TITLE:  		Finance Manager

	
Purpose:
	
The management of all financial resources to support the efficient operation of the school.

	
	

	Reporting to:
	Business Manager

	
	

	Responsible for:
	Finance Officer
Trips and Student Services Administrator

	
	

	Liaising with:
	Business Manager and SLT
Staff/Students/parents
Auditors
External agencies

	
	

	Working Time:
	37 hours a week.  Term time only plus 3 weeks - minimum

	
	

	Salary/Grade:

	Grade 8
Scale Points 25 to 30 

	
	

	Disclosure level
	All positions are subject to an enhanced DBS check as standard practice.

	
	

	Date 
	October 2026




	MAIN (CORE) DUTIES

The specific duties and responsibilities pertaining to the Finance Manager are to be read in conjunction with the School’s Personnel handbook and related policies and protocols which should be complied with at all times.

	
Main Duties:





	
· To oversee and monitor the effectiveness of all the School financial management systems, ensuring the school is compliant with internal processes and policies and all relevant legislation, including DfE guidance (Trust handbook, Accounts direction etc), taxation and charities commission.
· To prepare the annual financial accounts and auditor schedules as part of the annual audit process
· To prepare monthly management accounts for SLT and the School’s Governing Body, including Income and expenditure, balance sheet, variance analysis and commentary and cash flow. 
· Maintaining the forecast together with the Business Manager and help identify areas of concern or areas of potential savings
· To prepare the Annual Budget with the Business Manager and the Headteacher using SBS budgeting software
· Prepare financial returns for the DfE, including the BFRO and AAR. 
· Develop KPI’s with the Business Manager that link with the school improvement priorities and report on benchmarking data to enable effective discussion about financial effectiveness of the school.
· Liaise with the HR administrator on all financial aspects of employment and contracts for teachers and support staff
· Input journals for income from DfE, GCC and others to SAGE
· Journal costs from school comms, reprographics to the correct accounts
· Reconcile/review all control and bank accounts.
· Prepare pre-payments/accruals (monthly)
· Maintain the fixed asset register and calculate depreciation.
· Ensure timely VAT returns and compliance with HMRS requirements
· Provide monthly budget reports to budget holders and answer any queries
· Prepare and monitor cash flow
· Upload staff time sheets to payroll, ensuring hours and rates are correct
· Carry out the initial check of payroll and prepare the payroll journal from reports and input to SAGE
· Process/check BACS payments
· Prepare ad hoc costings reports, as required
· Monitor various ledger codes such as Pupil Premium, Bursary
· Assist with lettings, ensuring correctly invoiced and procedures set up and followed for credit.
· Confirm costings for school trips with the student services administrator
· To ensure the Support Staff Performance Management is completed effectively for staff you are responsible for
· To be responsible for archiving financial information as required
· To ensure that Data Protection protocols are followed in the Finance Department in line with GDPR
· Ensuring SAGE is secure and users are added and removed with appropriate authorisation levels

	
	

	
Other Duties:
	
Oversight of key financial processes (including, but not limited to)

· Purchase orders are processed in line with school policy, invoices are authorised appropriately and goods are received. 
· Ensuring statements are checked and dealing with outstanding payments/invoice queries
· Liaising with suppliers as required
· Raising weekly and ad hoc BACS payments and ensuring payments are correct and authorised in line with school policies
· Re-imbursement of staff payments for expenditure and ensuring they are correct and authorised.

· To assist with Student Finance as required, including checking of dinner money, issue of rewards to students.

· To carry out any other duties that may reasonably be requested




	
Essential Skills & Qualification


	
· To be AAT or higher qualified
· At least 2 years’ experience in financial management procedures, including budgeting and reporting
· To work accurately under pressure 
· To use tact and discretion while taking positive action to improve the overall effectiveness of the Finance Team
· The ability to maintain a high level of confidentiality in relation to any staff or other sensitive issues
· The ability to work to deadlines and plan strategically to enable effective time management
· The willingness to develop your skills in all aspects of the School’s financial management and the use of data systems
· Excellent computer skills, including excel, sharepoint and word
· Abilities to work well either alone or as part of a team
· Good planning and organisational skills and a flexible approach to the management of work.



	

	
Desirable Skills & Qualification

	
· Previous experience of supervision of staff
· Knowledge of SAGE 200 for academies
· Previous knowledge of school finance systems
· Knowledge of SIMS and school comms
· Experience of line managing staff


	

	
Staff Development
	
· To take part in the school’s staff development programme by participating in arrangements for further training and professional development.
· To engage actively in the Performance Management Review process.




	EMPLOYEE RESPONSIBILITIES

· To play a full part in the life of the school community, to support its distinctive mission and ethos and to encourage staff and students to follow this example.
· To promote actively the school’s corporate policies.
· To comply with the school’s Health and Safety Policy and associated working procedures, undertaking risk assessments as appropriate.
· To comply with the School’s Equal Opportunities and Diversity Policy and to ensure that it is implemented within the service area of the post. 
· To comply with the School’s Data Protection Policy and Code of Practice within the service area of the post.
· To support the school in meetings its legal requirements for worship.
· To show high expectations of all students and staff; respect for their social, cultural, linguistic, religious and ethnic backgrounds; and commitment to raising educational achievements.
· Employees are expected to be courteous to colleagues and provide a welcoming environment to all visitors and telephone callers.
· Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.
· Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.
· The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.


	

	HEALTH AND SAFETY

To ensure that all health and safety instructions are followed and that all reasonable care is taken not to do anything that might endanger the postholder or others; to report to the line manager, or person in authority any dangerous situations in the workplace or any perceived shortcomings in health and safety arrangements.

Chosen Hill School operates a No Smoking policy.

	

	SPECIAL CONDITIONS 

This job description sets out the duties of the post at the date when it was drawn up, but following consultation with you, may be changed by Management to reflect or anticipate changes in the job which are commensurate with the salary and job title.   

Some flexibility in the pattern of hours worked is required with a willingness to potentially undertake working outside of the normal daily hours to meet the school needs.

The actual dates that the “plus days” attached to this position will be worked should be agreed following discussion and agreement with the Line Manager.

Chosen Hill School is an equal opportunities employer and is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment. 

	
VERIFICATION

I agree that this job description conveys an accurate description of this job.


Agreed : ____________________________________________   (Postholder)                  Date: __________


Agreed : ____________________________________________   (Line Manager)             Date : __________


Agreed : ________________________________________ (Business Manager)               Date : __________
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