Kings Langley School: Role Description Support Staff
	Title of Post
	Finance Manager

	Grade 
	M1-M3 Dependent upon experience

	Reporting to
	School Manager 

	Date
	November 2016

	Time/Hours 
	37 hours per week/52 weeks per annum/28 days annual leave (Please note this is the maximum contract available but less hours per week  and a reduced number of contracted weeks per annum are negotiable)


The duties outlined in this role description are in accordance with the Schemes of Conditions of Service as determined by The National Joint Council for Local Government Employees.

This role description may be modified by the Headteacher, with your agreement, to reflect or anticipate changes which are commensurate with the salary and role title and improvement and expansion plans of the school.

This role description will be reviewed every 3 years or sooner if required.

	Personal and Professional Standards

	· The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

· Support the aims and ethos of the school as defined in the school prospectus, paying particular attention to the school’s commitment to the development of “strong character”.
· To set a good example in terms of professional dress and appearance, punctuality and attendance.
· As a consequence of the performance review cycle for support staff, take responsibility for personal development making full use of the school’s professional development opportunities and training.

· To attend team and staff meetings as appropriate, contributing actively whenever possible.

· To provide a courteous, prompt and polite service to all members of the school’s community including parents, students, all staff and visitors.

· To actively contribute to the school’s mission statement by forming positive relationships within the school community and working collaboratively and in good humour with other colleagues as appropriate or when directed.
· Be aware and comply with all relevant policies and procedures within the school, particularly those relating to child protection, equality, health and safety, code of conduct and confidentiality. It is the duty of all colleagues to report breaches of school policies or procedures to the Headteacher.

	Duties Specific to the Post Holder

	· To be responsible for the good order and management of the school’s financial systems ensuring compliance with Companies House and Education Funding Agency (EFA) regulations as outlined in the statutory documentation.

· Manage the finance team (Senior Finance Officer and two Finance Assistants), providing appropriate support and direction through the school’s Performance Appraisal Management (PAM) System – including the setting and review of appropriate objectives.

· Ensure that the school’s accounts are kept in good order by managing or directing the entry of orders, processing of invoices, maintenance of the inventory system and other aspects of the SIMs and financial management systems, providing regular and accurate feedback to all budget holders.

· Ensure that payroll is processed in a timely and accurate manner liaising with Serco as necessary to ensure a seamless process is in place.

· Ensure that all aspects of “best value” are adhered to by working in close collaboration with the premises manager, school manager and finance staff – this will involve the management of specific quotes for goods and services and the evaluation of suppliers against national standards.

· Engage in suitable research to ensure that the school’s financial health is constantly checked against “bench marked” data, comparing the school with other similar schools nationally and locally

· Ensure that all financial returns are produced in a timely fashion and in an appropriate format (for example, VAT returns, EFA budget returns, short and medium term budget plans)

· Liaise with the school’s accountants to complete the annual report and financial statements.
· Provide suitable advice to the Headteacher and governors’ resources committee on all financial matters, particularly regarding compliance against national and EFA standards.

· Produce and present appropriate reports for the governors’ resources committee – including monthly budget monitoring reports, non delegated fund account statements (school private account). Such reports will include appropriate written explanations of any variances against approved budget statements.

· Produce (in partnership with the Headteacher) the annual budget return for governors’ approval. In addition, contribute to the compilation of medium and longer term budget plans.

· Ensure that the school is prepared for the annual audit inspection ensuring the school’s financial systems are managed appropriately.  Ensure that termly internal audit visits are undertaken and action taken should recommendations be made to improve good practice.
· To carry out such other duties as required and as are commensurate with the grade of the post.

	Knowledge, Skills and Personal Attributes 

	· To be well organised and meticulous in record keeping, planning, report compilation and letter writing.
· To be able to compile concise, accurate reports for a range of audiences and to present these reports orally as required (making use of appropriate ICT software such as Excel and school financial management systems).
· Have an excellent telephone manner, being able to adapt responses according to the humour and situation of the caller but be insistent on ensuring required standards are met.
· Have good numeracy and literacy skills, with a focus on numerical accuracy. Be educated to at least Level 3 standard and preferably have an appropriate accountancy qualification at a higher level.
· Experience of managing a team of people.

· Ability to relate calmly and assertively with adults and students.
· Show initiative and imagination in solving problems and be prepared to work independently without direct supervision.
· Exhibit high moral standards in dealing with confidential and sensitive situations.
· Be prepared to continually strive to update knowledge and skills where appropriate (for example, remain abreast of national financial regulations, contracts procedures and other skills and knowledge associated with financial issues).
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