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Title of job:              Finance Manager
Location:                 Batchwood School		
Grade:	                      H8 -H9 (depending on experience)
Hours:	                      16 hours per week (8.15 – 4.30)
Contract type:	      Part time
Reporting to:         Headteacher
Responsible for: Finance Assistant

Main Purpose
The Finance Officer is responsible for managing the strategy and operation financial 
management of the school. 

The Finance Manager will provide and implement effective financial support across the school’s daily operations. This will help ensure that financial processes run smoothly and that the school operates efficiently.
By taking responsibility for key financial tasks, the Finance Manager will also enable members of the leadership team to focus more fully on teaching, learning and wider school improvement.

Duties and responsibilities
· Under the direction of the Headteacher, lead on all financial matters in school, to 
ensure the school’s successful financial performance and to ensure financial decisions are clearly linked to the school’s strategic goals 
· Support the implementation of school-wide improvements by allocating resources effectively and in line with the school improvement plan.
· Work with the Headteacher to manage the school’s budget, ensuring it is balanced, realistic and demonstrates effective use of public funds.
· Submit the budget to the governing board
· Monitor the budget all year round, advising the Headteacher where revisions or changes are needed
· Forecast future-year budgets using estimated school funding and expenditure trends, providing the Headteacher with clear information to support strategic, long-term decision-making.
· Comply with financial reporting requirements and submit statutory returns
· Oversee the day-to-day management of school bank accounts, ensuring that income is banked, invoices are paid promptly, outstanding money is collected, and accurate financial records are maintained.
· Maintain school records in line with the record retention schedule and data protection legislation, ensuring information is stored securely and confidentiality is upheld at all times.
· Provide administrative support for the Headteacher and governing body

The Finance manager will be required to safeguard and promote the welfare of children and young people and follow school policies and the staff code of conduct. 

Please note that this list of duties is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the Finance manager will carry out. The post holder may be required to do other duties appropriate to the level of the role, as directed by the Headteacher. 
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