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JOB DESCRIPTION

Job Title: School Finance Manager
Greenwich Waldorf School

Location: Woodlands, 90 Mycenae Road, London, SE3 7SE
Contract: Permanent | 0.8 or Full Time
Salary: £38,000 FTE

Benefits  
· generous holidays
· Staff discount on school fees
· warm supportive school community
· lovely setting within a short walk of Blackheath Common, Royal Greenwich Park, The Royal Observatory, National Maritime Museum and the Cutty Sark
· well-connected transport
[bookmark: _heading=h.6nezeutxy942]ABOUT US
Greenwich Waldorf School is a warm, creative and collaborative learning community committed to the healthy development of every child. We provide education from Early Years through to Upper School and are part of the international Steiner Waldorf movement.
Our curriculum seeks to nurture the intellectual, emotional, practical and physical capacities of each young person while fostering resilience, creativity, curiosity and a lifelong love of learning. We value meaningful relationships, inclusive practice and a strong sense of community.
As the school enters an exciting phase of growth and development, we are seeking an experienced, organised and proactive Finance Manager to lead the school's financial operations and support the long-term sustainability and development of Greenwich Waldorf School. The successful candidate will work closely with leadership, trustees and external advisers to maintain strong financial controls, provide accurate reporting and ensure effective financial planning and compliance.
[bookmark: _heading=h.z0psu5emet8l]PURPOSE OF THE ROLE
The Finance Manager is responsible for overseeing the day-to-day financial management of the school, ensuring robust financial controls, accurate reporting and compliance with statutory and regulatory requirements.
Working closely with the Head of School, Deputy Heads, trustees, external accountants and auditors, the Finance Manager will manage the school's financial systems, budgets, payroll processes, fee income, credit control and financial administration, supporting effective decision-making and the continued growth of the school.
The role requires strong financial expertise, excellent organisational skills, attention to detail and the ability to build positive working relationships across the school community.
[bookmark: _heading=h.241i169gh46a]MAIN RESPONSIBILITIES
[bookmark: _heading=h.7kfowihk5k1c]1. Financial Management and Reporting
· Manage the day-to-day financial operations of the school.
· Prepare monthly management accounts, financial reports and forecasts.
· Support the preparation and monitoring of annual budgets.
· Provide financial information and analysis to the Head of School and trustees.
· Maintain accurate financial records and ensure audit-ready documentation.
· Monitor cash flow and support effective financial planning.
· Support the preparation of year-end accounts and annual audits.
· Liaise with external accountants, auditors and financial advisers.
· Ensure compliance with financial regulations, charity requirements and internal controls.
· Maintain and develop effective financial systems and procedures.
[bookmark: _heading=h.353jsx149vfz]2. Income Management and Credit Control
· Manage school fee billing, collection and reconciliation processes.
· Oversee direct debit systems and payment arrangements.
· Monitor outstanding balances and undertake appropriate credit control activities.
· Liaise sensitively and professionally with families regarding fee accounts and payment plans.
· Manage income streams including clubs, trips, lettings, Gift Aid and other school activities.
· Ensure accurate recording and reconciliation of all income.
· Prepare reports relating to fee income, debtor balances and financial performance.
· Support pupil admissions processes by providing financial information where appropriate.
[bookmark: _heading=h.8gvfx5qtmeco]3. Payroll and Accounts Administration
· Oversee payroll inputs, processes and year-end submissions.
· Ensure payroll information is accurate, timely and compliant with statutory requirements.
· Manage pension administration and relevant reporting obligations.
· Oversee accounts payable and expense claim procedures.
· Authorise and reconcile credit card expenditure.
· Support monthly bank, control account and suspense account reconciliations.
· Ensure supplier payments are processed efficiently and accurately.
· Maintain appropriate financial records and supporting documentation.
[bookmark: _heading=h.i5ha33242zc3]4. VAT, Compliance and Internal Controls
· Maintain VAT compliance and ensure correct VAT accounting procedures.
· Support compliance with HMRC requirements and financial legislation.
· Champion strong internal controls, financial probity and risk management practices.
· Develop and maintain financial policies and procedures.
· Monitor compliance with delegated authorities and financial regulations.
· Support governance requirements through the preparation of financial reports and documentation for trustees.
· Ensure GDPR and confidentiality requirements are maintained within financial systems.
[bookmark: _heading=h.1q5mhu5xepr7]5. Communication and Collaboration
· Communicate professionally and effectively with staff, parents, trustees, suppliers and external agencies.
· Work closely with leadership to support strategic planning and school development priorities.
· Provide financial guidance and support to budget holders across the school.
· Build positive and collaborative working relationships with colleagues.
· Attend relevant meetings and provide financial updates as required.
· Maintain confidentiality and uphold professional standards at all times.
[bookmark: _heading=h.70riz8twr4hx]6. Safeguarding Responsibilities
· Uphold a strong safeguarding culture at all times.
· Complete all required safeguarding and child protection training.
· Recognise, record and report safeguarding concerns in accordance with school procedures.
· Work in line with statutory safeguarding guidance and school policies.
· Act at all times in the best interests of children and young people.
[bookmark: _heading=h.fgcgg3dk2t6b]7. Health and Safety
· Follow all health and safety procedures and risk assessments.
· Ensure financial processes support safe and effective school operations.
· Respond appropriately to incidents and emergencies in accordance with school procedures.
[bookmark: _heading=h.my4ugqzhcsys]8. Wider School Contribution
· Support festivals, Open Days, community events and other aspects of school life.
· Contribute to the wider educational aims and development of the school.
· Undertake reasonable additional duties as directed by the Head of School.
· Work across school sites where required.
[bookmark: _heading=h.fgkoqu5x36nr]9. School Policies
· To work in line with school policies including:
· Developing knowledge and understanding of school policies and applying them as required.
· Maintain confidentiality and sensitivity to the needs of pupils and families while having regard to the safeguarding procedures of the school and the Royal Borough of Greenwich.
[bookmark: _heading=h.s5jphyn3ayyc]PERSON SPECIFICATION
[bookmark: _heading=h.5sketus1lryg]Essential
· Experience in financial management, accounting or finance administration.
· Recognised accounting qualification or equivalent professional experience.
· Strong knowledge of payroll, VAT, HMRC regulations and financial compliance requirements.
· Experience managing budgets, financial reporting and reconciliations.
· Excellent organisational and analytical skills.
· High level of accuracy and attention to detail.
· Competent IT skills including Microsoft Office, financial software and accounting systems.
· Experience using Xero or similar accounting packages.
· Ability to manage multiple priorities and work independently.
· Excellent communication and interpersonal skills.
· Ability to build positive and effective relationships with colleagues, trustees and external stakeholders.
· Professional, discreet and highly trustworthy approach.
· Commitment to safeguarding, equality, diversity and inclusion.
· Commitment to the ethos and values of Greenwich Waldorf School.
· Eligibility to work in the United Kingdom.
· Willingness to undertake an Enhanced DBS check.
[bookmark: _heading=h.jz4ssezgd2af]Desirable
· Experience working in an independent school, charity or educational setting.
· Understanding of Steiner Waldorf education.
· Experience managing school fees and credit control processes.
· Knowledge of charity accounting and governance requirements.
· Experience supporting audits and trustee reporting.
· Experience with Gift Aid administration and fundraising income.
[bookmark: _heading=h.54ld3wtlu4oy]SAFEGUARDING STATEMENT
Greenwich Waldorf School is committed to safeguarding and promoting the welfare of children and young people. All staff are expected to share this commitment and adhere to safeguarding policies and procedures at all times.
This role is subject to:
· Enhanced DBS check
· Safer recruitment checks and references
· Ongoing safeguarding training
· Online searches as part of safer recruitment procedures
[bookmark: _heading=h.3ynmsr5y3lzk]EQUAL OPPORTUNITIES STATEMENT
We welcome applications from people of all backgrounds and are committed to creating an inclusive environment for pupils, families and staff.
[bookmark: _heading=h.8qwlvjdooebe]NOTES
This job description may be amended from time to time in consultation with the post-holder to reflect the changing needs of the school.
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