
The Pines School

Job Description for Finance and Operations Manager


	Job Title:  Finance and Operations Manager     Salary Grade: £45,091.00 - £53.460




Budget Management
· Support the Headteacher and Governors in preparing the annual budget and longer-term financial planning.
· Monitor budgets against expenditure and report any significant variances promptly.
· Provide regular budget updates and reports to budget holders and SLT.
· Prepare financial reports for Governors’ Finance Committee meetings.
· Assist with forecasting, benchmarking, and identifying efficiencies to ensure value for money.

Financial Management
· Lead on the administration of the school’s finances in accordance with school financial procedures and regulations.
· Oversee bank accounts, reconciliations, VAT returns, cash handling, and public funds.
· Ensure all grants and funding streams are claimed accurately and on time, including SEN-related funding where appropriate.
· Prepare documentation required for audit and support audit processes.
· Monitor procurement and tendering processes to ensure best value and compliance.
· Maintain accurate financial records and accounting systems.
· Oversee purchase orders, invoices, BACS payments, supplier reconciliations, and debt recovery processes.
· Support the management of school trips, lettings, and income generation activities.
· Ensure secure handling and storage of financial records, cash, chequebooks, and cards.
· Contribute to the Strategic Leadership Team and appropriate Governors’ sub-committee meetings. 
· Negotiate and influence strategic decision making within the school’s Strategic Leadership Team. 
· In the absence of the Headteacher, take delegated responsibility for Financial and other decisions. 
· Plan and manage change in accordance with the School Development Plan. 
· Provide accurate annual estimates of expenditure to ensure that the School’s financial resources are maximised and the needs identified in the School Improvement Plan are targeted, within the limits of available funds. 
· Ensure that expenditure is monitored and controlled in line with the Budget Plan; ensure that accurate financial records are maintained and reported on a regular basis, including attending governors’ meetings, with particular reference to variances.
· Supervise the maintenance of all school accounts
· Make day to day decisions within the budget headings and act as the first point of contact on financial procedures. 
· Maintain a thorough system of internal financial controls. 
· Ensure compliance with the Schools Financial Value Standard (SFVS), other audits, and that appropriate evidence is retained to demonstrate compliance. 
· Prepare financial appraisals for particular projects and developments for long term School initiatives.
· Use data analysis, evaluation and reporting systems to maximise efficiency 
· Benchmark systems and information to assess trends and make appropriate recommendations.
· Produce, maintain and ensure compliance of relevant policies and make recommendations 

Payroll and HR Support
· Liaise with payroll providers to ensure accurate salary payments.
· Undertake payroll checking and reconciliations.
· Support completion of pension, taxation, and statutory returns within required deadlines.
· Provide contingency to HR administration processes linked to staffing and finance.

Whole School Administration
· Ensure statutory financial records and returns are completed accurately and on time.
· Support compliance with licensing, insurance, and financial reporting requirements.
· Contribute to wider school administration and operational systems as required.

Operations and Facilities management 
· Oversee premises management, including site maintenance and health and safety compliance.

· Manage contractor arrangements and support premises development planning.

· Oversee the catering provision, including budget monitoring and line management responsibilities where appropriate.

· Support income generation initiatives, including lettings, clubs and holiday provision.

· Ensure operational systems support the efficient running of the school.

General Responsibilities
· Promote the ethos, values, and policies of The Pines School.
· Maintain confidentiality and comply with safeguarding, health and safety, GDPR, and other statutory responsibilities.
· Build positive professional relationships with staff, pupils, families, governors, and external professionals.
· Assist with the selection and recruitment and induction of new staff as required
· Performance manage support staff, including carrying out appraisals, providing professional development opportunities, and holding staff to account to their performance
· Create an ethos within which their direct reports are motivated and supported to develop their skills and knowledge
· Commit to their own professional development, proactively identifying development opportunities 
· To be a proactive member of the Birmingham Special Schools Cooperative trust
· Implement strategies and initiatives to share best practice with others in the school, developing confidence and skills in others 

Safeguarding, Health and safety:
· Safeguarding the Health and Safety of oneself and all stakeholders.
· Act in accordance with safeguarding and child protection policies and report concerns appropriately.

The Finance and Operations 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 the above bullets are illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the postholder 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.

Conditions of Employment

The postholder will work in accordance with the conditions of employment for support staff employed and The Pines School policies and procedures.

Job Description issued by:			(Signature of Headteacher)

Job Description agreed by:		(Signature of Finance and Operations manager)

Date:				





Person Specification
At The Pines School, we value diversity and are committed to creating an inclusive environment for staff and pupils. We welcome applications from candidates of all backgrounds and experiences.

	Essential 
	Desirable 

	Qualifications and Experience
· Degree in Finance or equivalent qualifications.  
· GCSE Grade C/4 or above in English and Maths (or equivalent).
· Experience of financial management and budgeting, 
· Experience supervising or managing staff.
· Experience using financial and administrative systems.

	· AAT, ACCA, School Business Management qualification 

· School Finance knowledge 




	Essential
	Desirable

	Skills, Knowledge and Attributes
· Understanding of school financial procedures and compliance requirements.
· Ability to analyse financial information and undertake budget calculations accurately.
· Strong IT skills, including financial software and Microsoft Office packages.
· Excellent communication and interpersonal skills.
· Ability to prepare reports, returns, and correspondence to a high standard.
· Strong organisational skills with the ability to prioritise workload effectively.
· Ability to work calmly under pressure and meet deadlines.
· Ability to work collaboratively as part of a team while also working independently.
· Commitment to safeguarding and promoting the welfare of children and young people.
· Understanding of the importance of inclusion and supporting pupils with SEND.
· Flexible, adaptable, and solution-focused approach.
	· Knowledge of Arbor

· Knowledge Access Finance and Access Budgets.





