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Aspire, Invest, Respect




	Job Description – Waseley Hills High School


	Job Title:


	School Finance Lead

	Department:


	Finance

	Salary Grade:


	PO1 (points 34-37) 
FTE - £31,604 - £34,053


	Contracted Hours/Week:


	37


	Contracted Weeks/Year:


	Term Time Only plus 10 Teacher Training Days


	Responsible to:


	Headteacher and Governors


	Responsible for:


	Finance Assistant


Main Purposes of Role:

· To lead, line manage and oversee the finance function for the school in order to maintain, report and forecast accurate financial information and to assist colleagues and pupils in the retrieval of financial information.  This includes operational transactions.

Key Accountabilities:  

· Ensure adherence to central trust financial regulations and policies as well as ESFA Academies Financial Handbook
· Adherence to monthly and annual timetable of financial requirements
· Review Budget Monitoring Reports – monthly for each budget holder, head and Local Governors highlighting any concerns
· Support the Head teacher to prepare and update three-year budget proposal (income and expenditure)

· Termly review of annual outturn 

· Salary reconciliation with central or HR support – monthly
· Support internal and external auditors when on site
· Support with the preparation for the annual external audit
· Preparation and maintenance of other financial records and associated projects
· Support with all Government returns in a timely manner

Manage and assist where appropriate the timely completion / delivery of:

· Preparation of Budget (income and expenditure) and monthly monitoring thereof
· School level transactions are recorded accurately and timely including but not limited to:
· All income streams
· All types of expenditure
· Sales and purchase invoicing accurately recorded and traced through to successful settlement
· Credit cards recorded accurately belonging to school staff
· Administration of any Petty Cash, parentpay income, Expense Claims
· Administration of orders raised and invoices paid and credit card purchases
· Financial administration of any additional school service provisions
· Goods receipting of orders
· Insurance claim administration
· Petty Cash administration 

· Expense Claims

· Maintenance of Finance Policy documentation
· Maintenance of other financial records and associated projects
Other Duties:

· To keep under review with the Head teacher the best operational and logistical set up of dealing with financial transactions and staff levels to manage this.
· To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities and encourage and support staff in their development and training.
· To undertake such other duties, training and/or hours of work as may be reasonably required and which are consistent with the general level of responsibility of this job.
· To undertake health and safety duties commensurate with the post and/or as detailed in the School’s Health and Safety Policy.
· To participate in the School’s emergency response arrangements as directed by the designated officer.

Contacts:

In all contacts the post holder will be required to present a good image of the School as well as maintaining constructive relationships.

Internal:
Teaching Staff



Operations Staff



Pupils/Students
External:
Suppliers



Bank



WCC



Funding Providers

Auditors

SUPPORT FOR THE SCHOOL
· Be aware of and comply with policies and procedures relating to child protection, safeguarding, health and safety, security, confidentiality and data protection. Reporting all concerns to the appropriate person.

· Attend and participate in meetings where appropriate

· Contribute to the overall ethos/work/aims of the school.

· Participate in training, other learning activities and performance development as required.

· Recognise own strengths and areas of expertise and use these to advise and support others.

· Any other duties commensurate with the duties/responsibilities/grade of the post.

All staff in school will be expected to accept reasonable flexibility in working arrangements and the allocation of duties including duties normally allocated to posts at a lower responsibility level, in pursuance of raising pupil achievement and effective team working.
Signed:………………………………………………………
……………………Date:………………………………                              
January 2021

