


Bassingbourn Community Primary School
Finance and HR Manager Job Description 
	Job Title:  Finance and HR Manager
Work Location: School Based
Reports to: Headteacher/Deputy Headteacher 
[bookmark: _gjdgxs]Grade: Scale 6 
Hours: Negotiable, (term time + 3 weeks)
	Leads and Manages:
As delegated by Headteacher

Ensure contract compliance for: 
As delegated by Headteacher




Job Purpose: 
The School Finance and HR Manager is responsible for setting, managing and monitoring the school budget and overseeing all matters in relation to HR.
Responsibilities:
Finance

· Evaluate information and consult with the Headteacher, Senior Leadership Team and Governors to prepare and submit a realistic and balanced budget for school activity. 
· Submit the proposed budget to the Headteacher and the Governing Body for approval and assist with the overall financial planning process.
· Discuss, negotiate and agree the final budget
· Use the agreed budget to actively monitor and control performance to achieve value for money
· Informing the Headteacher and Governors of the causes of significant variance, proposing revisions and taking prompt corrective action.
· Propose revisions to the budget, if necessary, in response to significant or unforeseen developments
· Provide ongoing budgetary information to relevant people, provide the Headteacher and Governors with monthly budget reports and budget revisions.
· Advise the Headteacher and Governors if fraudulent activities are suspected or uncovered. 
· Maintain a strategic financial plan that will indicate the trends and requirements of the school development plan and will forecast future year budgets. 
· Put formal finance agreements and contracts in place with suitable providers and monitor their effectiveness.
· Prepare annual School Financial Value Standards paperwork and suggest cost-saving measures as appropriate.  
· Ensure the end-of-month financial data is aligned and send this to the local authority, and take appropriate action when comments are left. 
· Ensure school complies with the Local Authority Financial Handbook 
· Have delegated expenditure responsibility as agreed by the Headteacher and the Governing Body
· Authorise expenditure within the delegated authorisation limits

Human Resources

· Ensure all information related to staff is input into the HR portal in a timely manner, to include new staters, leavers, absences etc., is processed in good time.
· Follow Safer Recruitment procedures including adverts, gaps in employment and references.
· Advise the Headteacher, Senior Leadership Team and the Governing Body on HR management and ensure the effective management of HR processes.
· Oversee the management of payroll services for all staff, including the investigation of variances from the original budget. 
· Ensure that all HR policies and procedures are updated as required to comply with legal/ regulatory requirements and are clearly communicated and implemented.
· Monitor the way policies and procedures are actioned and provide support where necessary. 
· Seek and make use of specialist expertise in relation to HR issues. 
· Ensure all employment safeguarding requirements are met, including safe recruitment.
· Liaise with Operations Manager when recruiting new staff for them to obtain DBS checks and add them to the Single Central Record.
· Support the Headteacher in workforce planning, identifying the types of skills, knowledge, understanding and experience required to undertake existing and future planned activities. 
· Oversee the tracking and reporting of staff absence, ensuring triggers are followed in line with school policy.

This job description is not necessarily a comprehensive definition of the post. It will be reviewed at least once a year, and it may be subject to modification or amendment at any time after consultation with the holder of the post.  The duties may be varied to meet the changing demands of the school at the reasonable discretion of the Headteacher.  This job description forms part of the contract of employment. It describes the way the post holder is expected and required to perform and complete the duties as set out.                    

Headteacher’s signature:   	_______________________________________
Date:                                    	_______________________________________       	

Postholder’s signature:      	_______________________________________
Date:                                    	_______________________________________

