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	JOB DESCRIPTION

	CHILDREN YOUNG PEOPLE & FAMILIES PORTFOLIO
	This authority / school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment

	SCHOOL
	

	POST TITLE
	FINANCE MANAGER

	ROLE PROFILE
	OS3A

	TOOLKIT JOB REF NUMBER
	ToolkitJD-5c

	GRADE
	6 (inclusive of JWCs)

	RESPONSIBLE TO
	Line Manager as defined in staffing structure

	RESPONSIBLE FOR
	As defined in staffing structure

	HOLIDAY AND SICKNESS COVER
	

	PURPOSE OF JOB
	Preparation and monitoring of the school budget and the management of the SIMS finance system.

	RELEVANT QUALIFICATIONS AND EXPERIENCE
	


	JOB DESCRIPTION FOR POST OF:-  FINANCE MANAGER

	

	SPECIFIC DUTIES AND RESPONSIBILITIES


The postholder must at all times carry out his/her duties and responsibilities within the spirit of City Council and School Policies and within the framework of the Education Act 2002, and School Standards and Framework Act 1998 with particular regard to the statutory responsibilities of the Governing Bodies of Schools.

Main Duties and Responsibilities

Budget
1. Budget management and monitoring in liaison with Director of Support Services

2. Seeking best value in all areas

3. Developing and improving financial management information systems  

4. Management of all monthly and quarterly returns to LA

5. Liaison with Cover Administrator regarding Supply costs

6. Provide financial reports for Headteacher and Governors in liaison with Director of Support Services

7. Responsible with Director of Support Services for ensuring school complies with Common Financial Framework and Financial Management Standards

Finance
8. Monitoring of all budget headings

9. Placing of orders, processing of deliveries and payment of invoices

10. Processing and payment of non-order items

11. Responsible for operating Finance system in accordance with the Financial Management Procedures

12. Provide advice to DoLs/TLCs on Financial Management procedures, value for money, suppliers, quotations etc.

13. Management and maintenance of the SIMS finance system

14. Preparation of financial returns required by LA, Governors etc

15. Closure of yearend accounts

Income and Petty Cash
16. Responsible for raising invoices.

17. Responsible for receipt and recording of all income

18. Responsible for banking of receipts

19. Responsible for Bank and month end reconciliations

20. Responsible for the management of the petty cash system and the correct use in line with Financial Management Procedures.

Area Services Finance

21. Responsible for all finances for partner primary schools involved in Area Catering and Area Facilities Service Level Agreements. 

22. Develop and establish appropriate monitoring, recording and reporting systems for all income and expenditure for the full catering and facilities services including school by school accounting and whole service accounts where appropriate

23. Provide monthly monitoring reports of income and expenditure together with forecasts and outturn statements to Director of Support Services and Primary Heads.

24. Manage placing of all orders, invoicing and receipt of income on a school by school basis.

25. Establish robust systems for income receipt and allocation to ensure accurate financial recording.

26. Manage all Capital expenditure on an individual school by school basis including reporting to LA and ensuring receipt of capital income.

27. Liaise with Primary Heads regarding year end accounts to ensure accurate CFR accounting in relation to Catering and Facilities.

School Fund

28. Management of the School Private Fund accounts

29. Receipt and banking of School fund monies

30. Preparation of accounts for auditing

General

31. Member of Support Staff management team
32. Line management and performance management of Finance Support Officer
33. Maintain commitment for own ongoing professional development
34. Responsible for reporting Finance matters to the Finance & Premises Governor Sub committee
35. Managing the maintenance of a central inventory and liaison with HODs/HOFs on inventory management and security procedures
36. Responsible for ensuring all LA and DfE advice on Financial procedures is complied with
37. Responsible for maintaining accurate and meaningful records to meet audit requirements
Any other duties and responsibilities appropriate to the grade and role.
All the above duties and responsibilities to be carried out in accordance with Sheffield City Council’s Policies (and/or Policies adopted by the School Governing Body), Standing Orders and current legislation with an emphasis on Customer Care, Equal Opportunities, Data Protection and Health and Safety.
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