Person Specification:  Finance Manager


Finance Manager: Minimum 30 per week (up to 37 hours per week) Part Time/Full Time
Weeks per Year: Term-time plus four weeks 
Pay Scale: M1 Scale Point 32-36 £43,568-£47,910 FTE
Pro Rata’d Salary: Actual for 30 hours a week £33,128-£36,429. Actual for 37 hours a week £40,858-£44,930

We are seeking to appoint an experienced finance professional to lead and manage our Finance function. The main purpose of the role is to support our School Business Manager on planning and budgeting, to manage all financial and accounting operations, systems, controls and reporting, to manage payroll, and to manage the Finance team. The successful applicant is likely to have experience in a similar role, not necessarily in the education sector, and will be confident and empathetic, with excellent interpersonal skills. There will be a very supportive hand-over from our current Finance Manager. We are a friendly team in a supportive and successful school where support staff are highly valued. 
	Job Title:
	Finance Manager


	Purpose of Role:
	· Responsibility for financial management and control, including accounting, records, financial operations, and financial management information
· Provide support to the School Business Manager on planning, forecasting and budgeting. 
· Financial Reporting including Monthly Management Accounts
· To take responsibility for payroll, associated pension returns, tax and NI payments and annual audit
· Provide support to the School Business Manager in the management of stakeholders (eg regulators, auditors, ESFA, HMRC, Leadership team, Governing Body, staff)
· To ensure the Headteacher and Governors are briefed on any Education Funding Agency/ Department of Education legislations changes and other statutory guidance
· To manage the school’s finances with the School Business Manager, taking a proactive role in the key processes of budget setting, forecasts, benchmarking and both internal and external reporting
· To lead on financial processes and compliance with EFA, HMRC and external audit requirements and recommendations
· To lead the finance team in providing a comprehensive financial service

	Reporting Line:
	· School Business Manager
· Headteacher and Trustees

	Team Management:
	· Assistant Finance Manager
· Finance Assistant
· School Trips Co-Ordinator


	Key Responsibilities
	Planning, forecasting and budgeting: 
· Support the School Business Manager in the development of financial plans, in alignment with the School Strategic Improvement Plan and the forecast availability of resources 
· Management of budget and forecasting software systems 
· Ensuring integrity of data input and modelling assumptions, and validity of financial models and forecasts
· Support the School Business Manager in providing budget and forecast reports for Leadership Team and Governing Body 
· Submission of agreed budgets and forecasts in line with regulatory requirements and timetables

Financial management, control and operations: 
· Management of school accounting and financial record systems Maintenance of appropriate and effective systems and procedures for financial control, in line with regulatory and audit requirements and agreed policies
· Review and respond to any control weaknesses identified through audit or other procedures and checks 
· Management of income and expenditure operational systems and procedures, including BACS, online payments in and out, cashless systems, cash procedures and banking
· Carry out monthly budget monitoring, analysis, forecasting and investigating any variances arising, including liaising with budget holders
· To review, update, write and implement finance related school policies
· Maintain the Fixed asset register ensuring compliance with audit requirements and ensure capital project bid income is accounted for correctly
· Monitoring of sales invoices and aged debtors on a monthly basis.
· Management of all income and expenditure relating to school trips, including administration of student procedures and records, and booking travel, accommodation, activities etc (via School Trips Co-Ordinator)

· Financial reporting, control reporting and management information:  
· Produce, obtain agreement to, and submit all financial reports and returns in line with agreed regulatory and internal timetables, including:
· Budgets
· Accounts
· VAT returns
· Internal management reports, including forecasts, cashflow reports, management accounts, bank reconciliations, benchmarking data, department budgets reports etc
· Producing trial balance at year-end to facilitate audit. Resolving audit queries (either directly or through others, eg HR team)

· Payroll and Pensions administration: 
· Management of payroll service (out-sourced) to ensure that all staff are paid on time and in line with HR records
· Submission of accurate records and returns for staff Payroll and Pensions
· Resolution of Payroll and Pensions queries
Stakeholder management:
· Produce reports for the Trust Board and attend Resources Committee meetings (presently six per annum)
· Produce Management Accounts on a Monthly Basis and share with the relevant stakeholders. 
· Principle point of contact with ESFA, HMRC, Pensions bodies, auditors

Management of Finance functions and Finance team: 
· Support Director of Operations in considering continuous improvement initiatives for delivery of Finance function responsibilities
· Management of Finance Team 
· Recruitment
· Induction and training
· Performance management
A role inevitably changes over time, and this job description is not fixed. Some elements may fall away, and others develop, but all related to the management of Finance


▪ To undertake such other duties and responsibilities of an equivalent nature, as defined by line management from time-to-time, subject to the proviso that normally any changes of a permanent nature shall be incorporated into the job description in specific terms.
▪ To be available to assist with lunchtime/break duties, school trips and any school emergencies.
▪ Perform any other task deemed reasonable by the School Business Manager or Headteacher.


	
	Essential
	Desirable

	Formal qualifications
	· Educated to degree level
· Formal accounting qualification ACA/ ACCA/CIMA/CIPFA
· Managerial skills and business acumen
	· Significant post qualifying experience and in depth professional knowledge 
· Experience within the Education sector
· Holder of clear DBS/ Safeguarding certificate

	Experience
	· Experience managing significant financial resources with a good appreciation of regulatory frameworks
· Familiarity of financial processes and procedures
· Experience of managing a team
· High level of IT competence and numeracy skills
· Strategic budgetary planning
	· In depth knowledge of statutory requirements, procedures and regulatory requirements
· Experience of using and supporting others in use of financial software packages including knowledge of Access Finance and Access Education Budgets. 

	Skills
	· Excellent time management and ability to meet deadlines.
· To lead and manage financial compliance within the School
· To implement and follow Academies Trust Handbook, Education Funding and Department of Education requirements
· Good interpersonal skills and motivation to work in the education sector
	· Creation of financial reports, aids to clarify financial information
· Ability to explain Finances to non-financial key personnel and Trustees
· Familiar with Education funding Agency reporting requirements
· An understanding of the funding and financial management arrangements of the school


	Aptitude
	· People leadership and management
· Credibility with all stakeholders
· Excellent verbal and written communication and presentation
· Attention to detail
· Numeracy
· Organisation
· Collaborative working
· Determination to succeed; taking ownership; initiative; entrepreneurialism
· Continuous improvement
· Management and influence of stakeholders (upwards and downwards, internal and external) 
	

	Personal
	· Strong persuasive, influencing and interpersonal skills with ability to communicate clearly and confidently
· Continuous development
	

	Other
	· Flexibility to meet the demands and time-commitments of the post and ability to work under pressure
· Confidentiality in line with agreed policies and protocols
· Adhere to safeguarding and promoting welfare requirements of children within the school
	



