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	Post Title
	Head of Finance

	Purpose
	· To be responsible for the accurate and timely production of the College’s financial information.
· To provide an efficient and effective accountancy service to all areas of the College.
· To work collaboratively with the Vice Principal (Planning & Resources) and the Senior Leadership Team to ensure the strategic vision and leadership of the College is supported.
· In conjunction with the Vice Principal (Planning & Resources) and the Principal, to plan strategically to optimise the College’s financial resources, taking account of long-term plans and developments
· To ensure that all regulations and protocols laid down by the Department for Education (DfE) are adhered to.
· There is an expectation that the Head of Finance will be able to undertake all of the duties completed by the Finance Team.

	Responsible to
	The Principal through the Vice Principal (Planning & Resources).

	Liaising with
	Relevant staff with cross college responsibilities e.g. Senior Management Team, College Management Team, budget holders, teachers, support staff and students.

	Remuneration
	SFCA Support Staff pay spine points 44 - 45 (£66,636 - £68,094 per annum, full-time)

	Context

	Loreto Sixth Form College is one of the largest providers of A Levels in the country and was graded as Outstanding by OFSTED in January 2023. The finance team is responsible for dealing with all the income and expenditure of the college, ensuring that Financial Regulations are followed, and that all activity is promptly and correctly recorded within the accounts systems.




	 Main Duties and Responsibilities

	· Provide overall leadership, management and development of the Finance team across accounting, treasury and procurement functions including direct line management of the Finance Manager, ensuring effective succession planning and development of the team to enable an effective contribution to the work of the College. 
· Review, challenge and approve monthly management accounts, cashflow forecasts and annual budgets for submission to the Vice Principal (Planning & Resources), Principal and Governors. 
· Producing papers for governor committees and attend meetings as required, including the Finance & General Purposes Committee and Audit Committee meetings and report on finance matters.
· Lead on control of the College’s finances and assets and maintain budgetary control.
· Provide advice and guidance to budget holders to help maximise their ability to manage their budgets.
· Preparation and issuing of monthly budget statements and liaison with budget holders and other staff as appropriate to ensure best value and efficient and effective use of financial resources.
· Responsible for the preparation of and processes surrounding the end of year accounting process.  Prepare a year end file of schedules and supporting documentation in readiness for the end of year audit.
· To be the main point of contact for external audit, ensuring processes are well coordinated and supported by robust internal policies and procedures. To contribute to internal audit work and to lead on internal audit of financial processes.
· Ensure appropriate financial procedures are in place to comply with the requirements of the Department for Education (DfE) and other funding bodies.
· Maintain awareness of financial developments and financial protocols with the DfE and other funding bodies.
· Lead the development of the College’s annual budgets and forecasts, presenting to senior leaders and governors.
· Be responsible for the production of the annual college budget and College Financial Forecasting Return (CFFR) and develop the accompanying commentary with the Vice Principal (Planning & Resources) for submission to college governors and the DfE.
· Take overall responsibility for the preparation, accuracy and timely completion of the College’s annual financial statements and associated statutory returns for governor approval and submission to the DfE.
· Monitor grant funding spends to ensure compliance with funding agreements. Maintain appropriate financial records and submit data for statistical returns and evidence of grant funded expenditure including capital projects.
· Maintain appropriate financial records and submit data for statistical returns and evidence of grant funded expenditure.
· Act as a lead on procurement processes for the College, managing tender exercises to achieve best value and compliance with all regulatory requirements. 
· Ensure cash-flow, treasury management and investment arrangements are well-managed and controlled, including day to day management of the relationship with the bank, ensuring the use of the College’s financial resources are optimised within the agreed risk profile.
· Provide strong, positive and inspirational leadership for Finance at the College Management Team (CMT) promoting quality improvement and effective compliance on financial matters across the college
· Act as one of the administrators for credit cards including ordering new cards and updating card limits.
· Support the internal audit function by acting as the main point of contact for all financial internal audits.
· In conjunction with the Director of Admin and College Services liaise with the College’s catering contractor on all matters relating to the College catering service.
· Liaise with insurance companies on all matters, including claims, relating to College insurance and advise the Vice Principal (Planning & Resources)and/or the Principal on insurance matters, ensuring adequate insurance provision is in place for all College activities.
· Oversee the administration of student bursaries/free school meals maintaining records and reports as required.
· Oversee the collection of all college income, including enrolment processes and managing aged debtors.
· Liaise with trip organisers to ensure that trips are costed appropriately.
· Annually review and advise on the update of financial regulations and procedures.
· Lead the management and development of the College’s financial systems , liaising with software providers and developers as necessary to ensure the systems support business needs, regulatory compliance and reporting requirements.
· Prepare the BACS payments for approval.

	General

	· To be aware of and comply with all College policies and procedures.
· To be aware of equal opportunities and to demonstrate these principles in all aspects of work.
· To understand the College’s Safeguarding and Health and Safety policies and to work within its guidelines

	Staffing

	· To take part in the College’s Appraisal Process and undertake staff development where appropriate.
· To ensure that appropriate arrangements for cover are made when absent.
· To work as part of a team and to ensure effective working relations.

	Quality Assurance

	· To ensure the effective operation of quality assurance systems.
· To contribute to the process of the setting of targets within the department and to work towards their achievement.
· To assist with the implementation of College quality procedures, especially through contribution to the self-assessment process.

	Marketing and Communication

	· To ensure effective communication with students, staff, parents of students and appropriate individuals external to the College.
· To contribute to the College liaison and marketing activities.
· To link with external agencies as appropriate.

	Other

	· To support the aims and objectives of the College.
· To attend meetings as appropriate.
· To undertake any other duties the Principal or their designated alternate may reasonably direct from time to time within the context of the Loreto College contract.
· This Job Description is subject to periodic review and amendment.
· The College is committed to safeguarding and promoting the welfare of young people and vulnerable adults and expects all staff and volunteers to share this commitment.
· To take all reasonable steps to ensure the security of any personal data relating to college employees or students, (either future, current or past) to which you have access, in line with the requirements of the college’s Data Protection Policy and the General Data Protection Regulation (GDPR).





Person Specification
This person specification will be used in shortlisting and interviewing to select the best candidate. Each applicant should therefore address the person specification in their written application and where appropriate, give examples of how the criteria have been met.
	
	Essential
	Desirable
	Method of Assessment

	Experience

	Significant experience in a senior finance role with responsibility for management accounts, budgeting and financial reporting
	
	
	Application, Interview

	Experience of producing statutory financial statements and supporting external audits
	
	
	Application, Interview

	Experience of preparing and monitoring annual budgets and financial forecasts
	
	
	Application, Interview

	Experience of leading and developing finance staff
	
	
	Application, Interview

	Experience of developing and maintaining robust financial controls and procedures
	
	
	Application, Interview

	Experience of working within the education, charity, public sector or not-for-profit sector
	
	
	Application, Interview

	Skills and Knowledge

	Proficiency in working with standard office applications such as MS Word, Excel and Outlook
	
	
	Application, Interview, Test

	Experienced Excel user (e.g. pivot tables, VLOOK UP.)
	
	
	Application, Interview, Test

	Experienced user of Sage Intacct
	
	
	Application, Interview

	Excellent organisational and administrative skills 
	
	
	Application, Interview

	Ability to prioritise and multitask
	
	
	Application, Interview

	Ability to manage own workload
	
	
	Interview

	Ability to meet deadlines
	
	
	Application, Interview

	The ability to maintain quality and organisational procedures for the efficient running of the College finance office
	
	
	Interview

	The ability to recognise and appreciate the confidential nature of some work undertaken
	
	
	Interview

	Excellent attention to detail
	
	
	Application, Interview, Test

	Carries out routine liaison to pass on information promptly and accurately to all those who need to know.
	
	
	Interview

	Ability to empathise with 16-19 year olds within a college situation
	
	
	Interview

	A clear understanding of developments in post-16 education
	
	
	Interview

	High level of literacy/communication skills
	
	
	Application, Interview

	Evidence of commitment to Continuous Professional Development 
	
	
	Application, Interview

	Qualifications

	Fully qualified accountant (ACA, ACCA, CIMA, CIPFA or equivalent recognised professional qualification). 
	
	
	Application, Interview

	Educated to degree level or equivalent, or substantial relevant experience that demonstrates a high order of literacy, numeracy and analytical skills.
	
	
	Application, Interview

	Attitude and Impact

	Positive and Enthusiastic
	
	
	Interview

	Flexibility and a readiness to undertake a wide range of tasks 
	
	
	Interview

	Smart in appearance and manner
	
	
	Interview

	Ability to work outside normal office hours on occasions
	
	
	Interview

	In sympathy with the Catholic ethos of the College, including a commitment to co-operation and helpfulness and a concern for the well-being of others
	
	
	Interview

	A willingness to show flexibility in working arrangements in terms of duties and working patterns to meet emergencies and changes circumstances
	
	
	Interview

	Committed to Equality and Diversity
	
	
	Interview

	Personal

	Enhanced DBS Clearance *
	
	
	Pre-employment check

	Ability to meet the requirements of the Asylum and Immigration Act (to be legally employed to work in the UK)
	
	
	Interview

	* this will follow an initial offer of employment
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