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JOB DESCRIPTION
JOB TITLE:
Finance Manager

POST GRADE:
6
RESPONSIBLE TO:
The Head teacher

EMPLOYEE SUPERVISION: 
None 

GENERAL INFORMATION:

The following information is provided to assist staff joining the school to understand and appreciate the work, content of the post and the role they are to play in the organisation.  Whilst every effort has been made to outline all the duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail.  Broad headings have been used which assume all the usual associated routines.

PURPOSE OF POST:

· Responsible for short and medium term financial planning, monitoring and reporting of School Budget

· Responsible for management of efficient and effective financial procedures relating to School Budget 

· Responsible for providing financial advice to the Headteacher and Governors,
· To be aware of and comply with policies and procedures relating to child protection, reporting all concerns to an appropriate person.

· Responsibility for school site (under the direction of the Head Teacher)

KEY AREAS:

· Financial planning, monitoring and reporting of School Budget

· Financial Accounting and Payroll

· General Administration

· Premises
DUTIES AND RESPONSIBILITIES:


Financial planning, monitoring and reporting

· To be responsible for short and medium term financial planning relating to school budget and ensuring maintenance of the online budget planner to forecast current and medium term financial plans ensuring that this is in line with known and planned changes to income and expenditure. 
· Responsible for providing financial advice to the Head Teacher  including evaluation of the cost implications of plans including changes to staffing structures and working arrangements.
· Responsible for monitoring of budgets for income and expenditure on a monthly basis.
· To be responsible for full month end and quarter end financial reporting processes (including VAT return) in line with BMBC requirements and ensuring that strict deadlines are adhered to.
· Responsible for analysis and evaluation of complex financial reports, particularly monitoring the forecast year end position and reporting any issues to the Head teacher 
· Responsible for complex year end processes, ensuring that BMBC guidance is implemented as required and ensuring that deadlines set are adhered to. This may involve working during Easter Holidays
· Preparation of agendas for the Finance, Risk and Resources Committee, attending the meetings and presenting financial information to ensure that Governors are fully aware of the financial implications of decisions made and the financial position of the school 

· Responsible for completion of complex returns required for external reporting on financial issues such as the annual SFVS exercise

· Support the Head Teacher in the procurement and management of services.


Financial Accounting and Payroll

· To be responsible for checking payrolls via the on-line portal provided by the external payroll provider and liaise with them regarding any queries or identified errors 

· To access the on-line portal to view, print and download the finalised payrolls and then upload to the FMS system and ensure authorisation from the Headteacher

· Responsible for provision of information as required to South Yorkshire Pensions Authority liaising with external payroll provider to ensure accuracy of details provided

· To be responsible for reconciling the monthly bank statements within the FMS system, ensuring all entries to the ledger system and following up on any transactions over 3 months old and ensuring authorisation by the Headteacher

· To produce monthly or ad hoc reports from the FMS system as required

SIMS

· Jointly responsible with the Admin Manager for completion of Census Returns and Workforce Returns 

Premises Management

· Under the direction of the headteacher have responsibility for the school site and buildings.
· In conjunction with the caretaker provide effective liaison with external contractors/tendered services on site
· Promote energy conservation and environmentally friendly solutions to premises issues.
· Agree with the headteacher the priorities for the school for expenditure of devolved capital.
· Agree with LA officers and oversee building projects
· Be responsible for the management of facilities including use of premises by third parties.
General

· To ensure the smooth running of the school office dealing with visitors and telephone callers to the school, and liaison with parents, children, staff, governors and external agencies

· Dealing with minor injuries and first aid referring to the Medical Needs Register and the School Policies regarding the safeguarding of children

· Be familiar with and comply with all relevant policies and procedures

· Ensure office cover for essential duties in the absence of the Admin Manager

· Contribute to the planning, development and organisation of office systems/procedures/policies

· Any other duties commensurate with the grade

RESPONSIBILITIES


Confidentiality and Data Protection:

· To treat all information acquired through employment, both formally and informally, in strict confidence

· To be aware of the school's responsibilities under the Data Protection Act 1984 for the security, accuracy and relevance of personal data held on such systems and ensure that all processes comply with this.


Child Protection:

· To be aware of and comply with policies and procedures relating to child protection reporting all concerns to an appropriate person


Equality of Opportunity:

· Be aware of and support difference and ensure equality of opportunity is afforded to all persons both internal and external to the authority, actively seeking to eliminate any direct or indirect discriminatory practices/behaviour.

· As a member of school staff to take individual and collective professional responsibility for reinforcing and promoting a working environment free from discrimination, victimisation, harassment and bullying


General/Other

· Contribute to the overall ethos/work/aims of the school

· Appreciate and support the role of other professionals

· Attend and participate in relevant meetings as required

· Participate in training and other learning activities and performance development as required

· To  undertake  any  other  duties,  commensurate  within  the  grade,  at  the  discretion  of  the Headteacher

· Be  familiar and comply with all  relevant Health and Safety, Operational, Personnel, Child Protection, Data Protection & Financial Regulations, Policies and Procedures

· To develop and promote high standards throughout the Barnsley Children, Young People and Families Service
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