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Support Staff Job Description

	Support Staff area 
	Administration 

	Support Staff Team:
	Finance Team 

	Post Title:
	Finance Manager

	Purpose:
	· To plan, develop & deliver support functions within the school. 
· Ensuring that all school Financial Procedures are in line with National and LA recommendations, fulfil school policy and meet the requirements of Scheme for Financing Schools.  
· To Lead Finance team and liaise with Process team to ensure effective coordination of all administrative tasks and procedures so that the school meets all deadlines and standards.
· To liaise with Kier Facilities Management, KCC, Amber Infrastructure for PFI contract.
· To liaise with the Northfleet Co-Operative Trust on trust matters.
· Support HR manager.

	Reporting to:
	Headteacher and Governors Business & Finance Sub Group

	Key Success Indicators:
	· School budget are planned to meet the school priorities 
· Budget monitoring exercises indicate expenditure is in line with expectations 
· All school returns relating to business, finance and HR are accurate and meet the deadlines set
· Provide up to date financial information to Headteacher, Leadership Team & Governors
· Smooth running of PFI contract with external organisations
· All HR matters updated, where applicable 
· Develop and implement school policies and procedures

	Liaising with:
	Headteacher, Governors, Heads PA & Process Manager, Premises Manager, HOLC & Outside Agencies as appropriate

	Working time:
	Full Time at 37 hrs per week

	Salary/Grade:
	Grade 9-10

	Main (Core) Duties

	Financial Procedures
	· Responsible for the financial planning, forecasting and expenditure of school budgets.
· Responsible for the content and submission of relevant information to the Senior Leadership team, Governors and external agencies. 
· To be familiar with LA financial procedures and recommendations for the school and ensure that they are adhered to.
· To assist the Headteacher in the preparation of the annual budget for approval by the Governing Body, in accordance with the specified procedures.
· To attend the meetings of the Finance/HR Sub Group and to be jointly responsible with the Headteacher for giving an overview of schools finances outlining pressures and future spending priorities.
· Responsible for the management, operation, delivery and development of support services & bespoke projects, such as premises, new build and alternative provision sites.
· Responsible for the financial planning, forecasting and expenditure of budgets.
· Preparing annual Pupil Premium financial monitoring
· To ensure school policies are in line with the above, updated and adhered to 
· To prepare income and expenditure accounts, and balance sheets and final account for audit, in line with LA regulations and guidelines, for the Headteacher and Governors as required. Ensuring all returns are submitted on time. 
· Preparing annual salary review, for all staff, to meet the school budget 
· Preparing salary data for Staff Pay Review on an annual basis.
· Responsible for negotiation of contracts for procurement and services, ensuring all contracts for products and services are kept up to date, and factoring in the principles of best value for money, and for advising staff and governors of details 
· To liaise with Headteacher, Premise and IT Managers to ensure PFI payments are accurate, repairs, and orders are budgeted for.
· To oversee regular Health and Safety maintenance checks, ensure school Asset Registers are updated and plans to replace equipment are in place.
· Organise tendering processes, adhering to financial regulations to ensure transparency, fairness and best value for money.
· To obtain necessary professional development in order to provide the most effective financial support to the school.
· Follow school policies and procedures especially those relating to child protection and Health and Safety.

	Staffing 
	· Responsible for all aspects of salaries and payroll.
· Responsible for monitoring the salary payments as per the budget for both permanent and supply staff and to investigate any discrepancies.
· To monitor staff attendance and producing reports for Headteacher and Governors. 
· Responsible for Statutory leave & payments.
· Maintain staff personal records, contracts and conditions of service. 
· Liaise with KCC, TP and LGPS to ensure pension forms, records and returns are up to date and accurate.
· Perform statutory pre-employment recruitment, safeguarding, vetting checks and induction.

	Finance Manager 
	· To lead the Finance Team to ensure whole school financial support is provided
· To ensure all members of the team are subject to rigorous appraisal Targets and reviews.
· To have structures in place which ensure that the work of members of the team is monitored and when appropriate action plans are produced and reviewed to address underperformance

	Legislation Compliant
	· To be responsible for promoting and safeguarding the welfare of children and young people within the school
· Comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

	Other Specific Duties

	Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.
Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.
Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers
This job description is current at the date shown but following consultation with you, may be changed by Leadership to reflect or anticipate changes in the job which are commensurate with the salary and job title.



Signed:

Date:
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