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Bushey Meads School

Job Description – Finance Manager
	Post Title
	Finance Manager  

	Purpose
	· To provide excellent financial management and support across the Trust under the guidance of the BSJT Business Manager
· To contribute, operate, maintain and develop the financial procedures and systems of the Trust
· To ensure, in liaison with the BSJT Business Manager, that the Trust is fully compliant with regard to DfE, ESFA and statutory financial requirements and is fully prepared to meet Audit and OFSTED financial criteria

· To be an effective and supportive leader

	Reporting to
	BSJT Business Manager

	Liaising with
	Governors, Executive Principal/Headteacher/Senior Leadership Team, teaching and support staff, LA representatives, external agencies.

	Working Time
	37 hours per week Monday to Friday, (exclusive of unpaid breaks).  
8.00am to 4.00pm Monday to Friday.  Includes 36 minutes of unpaid breaks each day.

Term time + two weeks to include 5 INSET days.  Additional hours might need to be worked on an overtime basis in relation to finance requirements during school holidays.

	Salary/Grade
	APT&C points 32 – 36 + fringe allowance (£35,745pa to £39,880pa + £898pa) paid pro-rata based on hours/weeks worked.  Salary point will depend on skills and experience.

	Disclosure Barring Service
	Enhanced with Barred List Check

	MAIN (CORE) DUTIES

	Operational,  Strategic Planning:

	Leadership and Strategy
· Take delegated responsibility for the financial processes, monitoring and decisions as agreed with the BSJT Business Manager
· Work with the BSJT Business Manager to ensure accuracy, consistency and robust financial processes are in place across the Trust
· Liaise with the Executive/Headteachers within the Trust on individual school financial needs, ensuring they are confident and reassured by the level of information and support offered
· Work with the BSJT Business Manager to ensure the successful transfer of new schools into the Trust
· Implement consistent financial procedures in accordance with current legislation and financial policies

· Provide relevant support to the Trust, schools and their senior leadership teams

Financial Management
· Review of monthly management accounts for academy schools within the Trust with the assistance of finance team
· Review of monthly reconciliations by school including bank, payroll and all control accounts with support from the finance team

· Develop a good all round understanding of the processes and procedures behind the  production of management accounts to ensure continuous improvement

· Ensure accounts, including annual accounts, are produced accurately and in a timely manner to meet any audit requirements

· Work with the finance team to ensure orders and invoices are processed accurately and on a timely basis across the Trust

· Support the Trust schools to maximise income through lettings and other activities by prompt invoicing and robust monitoring of debt management

· Support the BSJT Business Manager and Executive Principal to prepare school annual budgets and reforecasts for submission to the appropriate governor committees and Trust board
· Actively monitor the agreed budgets and advise appropriate staff of any variations and prepare proposals to address the variations

· Maintain the school Fixed Asset Registers and ensure these are reviewed regularly

· Ensure the Trust schools have appropriate financial systems in place and manage all aspects of those financial systems in line with Trust expectations ensuring accurate financial records are maintained and reported on a regular basis to the BSJT Business Manager, Executive Principal, Headteachers and Trust Board

· Ensure compliance with the ESFA’s Academies Financial Regulations

· Develop and maintain excellent working relationships with our customers and respond quickly and effectively to queries

· Assist with the Teachers’ Pension and year end audits producing appropriate documentation/spreadsheets as required 

· Assist in completing all internal and external financial returns 

· To notify the BSJT Business Manager (or Executive Principal) if fraudulent activities are suspected or uncovered
· To provide support and advice to the Senior Finance Assistants

· Review Financial Policy & Procedures annually

· Produce a cash flow forecast as and when required

· To liaise with the external auditors and to follow up audit recommendations and initiate necessary changes in established systems of work as required

General

· To have Trust related responsibilities (e.g. finance policies) which will be agreed based on skills and experience
· To attend SLT / governor meetings as required
· To liaise with HR staff to ensure that the salary and staff costs of the Trust are correctly reflected in the Trust’s budgeting and accounting procedures
· To liaise with HR regarding contractual paperwork needed to support the Teachers’ Pension and the annual end of year audit

· Ensure inventories of equipment and stock are maintained in accordance with policies/procedures

	Staff Development:

	· Engage with and support staff development at INSET days

· To take part in the school’s staff development programme by participating in arrangements for further training and professional development
· To attend regular meetings as required
· To work as a member of a team and to contribute positively to effective working relations within the school
· To engage actively in the Performance Appraisal Review process
· Keep up to date with financial changes ensuring compliance at all times


	Standards and quality assurance:

	· Support the aims and ethos of the school
· Set a good example in terms of dress, punctuality and attendance
· Follow and uphold school policies
· Participate in staff training
· Develop links with the Governors, Hertfordshire Education Authority and neighbouring schools 
· Ensure confidentiality is maintained at all times and records are kept secure



	Management Information:


	· Provide relevant reports for Executive Principal / Headteacher as required for Trust for Governor Committee Meetings.



	Communication:


	· To follow agreed policies for communications in the school
· To prepare and provide reports as required
· To be aware of in-school procedures and confidential issues and to keep confidences appropriately

	Marketing and Liaison:
	· To contribute to the development of effective links with external agencies as required
· To establish good relationships with other local schools in relation to Finance

	Management of Resources:


	· To contribute to the process of the ordering and allocation of equipment and materials

· To co-operate with other staff to ensure a sharing and effective usage of resources to the benefit of the school, faculty and the students

	· Other Specific Duties: 

	· to play a full part in the life of the school community, to support its Strategic Commitment, Purpose and Intent and to encourage staff and students to follow this example

· to promote actively the school’s policies

· to continue personal, professional development

· to actively engage in the school’s self-review and evaluation processes

· to actively engage in the school’s Appraisal of Performance processes

· to comply with the school’s Health and Safety Policy and undertake risk assessments as appropriate

· to attend meetings as determined in the meetings policy and as directed by the Executive Principal

· to comply with the school’s procedures concerning safeguarding and to ensure that training is accessed

	All Associate Staff may be required, from time to time, to work as directed by the Executive Principal to provide cover for administrative functions within the school.  This may include exam invigilation, student supervision and other duties not normally detailed elsewhere within their job description.


Please note: due to the ever-changing nature of Finance this is not an exhaustive list of duties.  
The job description will be adjusted to reflect the skills held by the post holder.
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