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Title: Finance Manager
Salary : PO1   (pro rata)

Hours of work: 39 weeks including inset plus 10 days
1. Main Purpose of Post:

· To manage the financial functions in the school.

· To advise the school leadership team on aspects of financial management in relation to staff.
· To assist in the management of the resources of the school advising on procurement and managing and monitoring non-premises contracts.

· To service the Governing Body, as required.

· To collaborate with the HR, Facilities and Network Managers as a member of the administration management team
· To develop financial administration procedures for the school and to be responsible for maintaining and operating agreed procedures in order to ensure that all legal requirements are met.

· To lead on income generation, preparing bids as necessary.

· To ensure a high standard of confidentiality and integrity in all school matters.
· To contribute to the overall ethos, work and aims of the school. 
2. Reports to: The Head Teacher

3. Main Duties and Responsibilities:
Financial

· Process orders for books, equipment, repairs, etc., from initial preparation of order through following up queries to physical receipt of goods. Resolve discrepancies and deal with suppliers’ queries regarding payment.

· Maintain financial records on any computer software, including SIMS FMS, Excel and others as required. 
· Produce analysis and system generated reports upon request and within the prescribed framework to Subject Leaders, the Headteacher, Governors, Local Authority and Government departments.
· Provide support as required in receipt of income and management of school meals administration using Parent Pay.

· Maintain overall responsibility for the safe banking of any monies not received electronically
· Ensure the school’s purchasing policy is robustly enforced throughout the school and that best value principles are applied at all times
· Raise cheques against properly authorised invoices for signature and dispatch
· Draft BACS payment for authorisation and transmission, when required
· Reconcile bank statements and deal with any queries.

· Assist in setting up budget and completing preparation for the new financial year.

· Notify Headteacher of any adjustments to the budget which may prove necessary during the year.

· Prepare finance year-end close down.  Reconcile all accounts at appropriate times as notified by the Local Authority
· Produce information required by and co-operate in any audit arranged by the Local Authority, Governing Body or Headteacher
· Maintain and develop objectives identified in the School’s Financial Value Standard in collaboration with the Headteacher and Governors.  

· Assist in applications for funding for capital works from Brent Council or other bodies. Create and manage systems for monitoring capital expenditure and funding.
· Produce income and expenditure reports of school trips and school journey 

· Raise invoices for school lettings, staff consultancies, sales and other aspects of income generation and ensure that the school’s debt management policy is enforced

· Administer the school’s credit card use ensuring safe keeping and correct application
· Administer the school’s mobile phone contracts 

· Manage the Headteacher’s consultancy fees and expenses

Administrative

· Maintain a record of contractors, workshops and other service providers detailing VAT registration, company/personal tax registration, DBS accreditation and public liability insurance
· Liaise and work co-operatively with all school staff and external agencies and contractors  e.g. Capita SIMS, Teeside Payroll Services
· Be conversant with general principles of taxation as applicable to public and charitable funds and employee salaries.
· Ensure that school personnel are compliant with LB Brent Financial Regulations and the school’s finance policy

· Provide cover in administration of payroll system and dealing with all discrepancies
Procurement

· Manage procurement of non-premises supplies and services and apply best value principles, including an annual review of all service contracts with LB Brent and other high value providers. Engage in negotiation for new and renewed contracts.
· Provide analyses of costs and other statistical information required by SLT, governors or as part of cyclical review.

· Monitor the effectiveness and delivery of service level agreements and non-premises contracts to ensure value for money
Fundraising
· Work in liaison with the school’s facilities manager to promote the school’s facilities for community lettings and fund-raising events.
· Collaborate with colleagues to prepare bids and secure sponsorship

· Engage volunteer support for project work both around the school and in collaborative community projects

· Develop other sources of income in keeping with the school’s ethos
Insurances

· Be responsible for the overall insurance requirements of the school

· Liaise with the Network, Facilities and HR Manager in ensuring adequate cover for the school’s premises, contents and staffing liabilities

Extended services
· Work with the appointed co-ordinator and other school support staff in the promotion and development of the after school provision
· Support the financial administration of extra-curricular activities

· Provide cost analyses of service provision

· Research grants and sources of funding and have marketing responsibilities for the extended services agenda
Governance Support
· In liaison with the HR Manager maintain the school database of policies and ensure they are reviewed by governors within the agreed timescale
· Maintain the register of governors’ interests ensuring new governors complete the pro forma and that school website is updated

· Ensure that governors have DBS checks at the appropriate level

General
· Ensure that the school’s financial systems contribute to the school’s commitment to equality of access to opportunities to learn and develop for all pupils.

Undertake such duties and work hours as agreed with the Head Teacher and carry out duties as may be required from time to time as detailed by the Head Teacher
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	Education, Training and Qualifications
	Essential
	Desirable
	
	
	

	Qualification at AAT level 4 or equivalent in accountancy or related disciplines
	
	(
	
	
	

	Good pass(grade C or above) at GCSE maths and English
	(
	
	
	
	

	Evidence of further  training of relevance to this post
	(
	
	
	
	

	Further professional qualifications relevant to this post
	
	(
	
	
	

	Experience
	
	
	
	
	

	Extensive experience of successfully leading and developing administrative and financial functions, including sound budget control and advice to a variety of audiences at a senior level.
	
	(
	
	
	

	Significant experience working in business administration, accounting or related disciplines
	(
	
	
	
	

	Experience successful teamwork towards specific projects
	
	(
	
	
	

	Experience of contract negotiation and  procurement at a variety of levels
	(
	
	
	
	

	Knowledge, skills and aptitudes
	
	
	
	
	

	Knowledge of accounting and budget control procedures
	(
	
	
	
	

	Knowledge of and capacity to generate income from various streams
	(
	
	
	
	

	Knowledge and understanding of strategies for school improvement
	
	(
	
	
	

	Able to assist with school based strategic planning and project management
	
	(
	
	
	

	Understanding of and ability to implement monitoring and evaluation strategies
	(
	
	
	
	

	Skills in management of change
	
	(
	
	
	

	Able to understand and apply the principles of marketing
	(
	
	
	
	

	Ability to develop and implement policies
	(
	
	
	
	

	Excellent interpersonal and communication skills
	(
	
	
	
	

	Good ICT skills including proficient use of Excel
	(
	
	
	
	

	Efficient and capable administrative skills
	(
	
	
	
	

	Ability to generate, organise and analyse data
	(
	
	
	
	

	Able to present complex financial information in a way that is accessible to the non specialist.
	(
	
	
	
	

	Proactive with an ability to use own initiative
	(
	
	
	
	


	Personal qualities


	Essential
	Desirable
	
	
	

	A presence which inspires confidence
	(
	
	
	
	

	The ability to motivate others
	(
	
	
	
	

	Sound judgment and integrity;
	(
	
	
	
	

	Ability to develop and maintain good working relationships with all members of the school community
	(
	
	
	
	

	Wants the best for children, likes them and prepared to put their needs first
	(
	
	
	
	

	High standards and expectations
	(
	
	
	
	

	An understanding of educational organisations
	(
	
	
	
	

	Willingness to share our collective vision
	(
	
	
	
	

	The ability to work under pressure
	(
	
	
	
	

	The ability to meet tight deadlines
	(
	
	
	
	

	Ability to be flexible and use a variety of leadership styles successfully
	(
	
	
	
	

	Good health, stamina, resilience and a sense of humour
	(
	
	
	
	


