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JOB DESCRIPTION
School Finance Manager
36 hours per week, term-time + 2 weeks P04
Reports to:

Headteacher

Supervises:

Finance staff x1 



Health and Safety x2.5



ICT technician x1
Purpose of the Job:

The School Finance Manager (SFM) is responsible for managing the strategy and operation of the business functions of our school, including financial management and health and safety. 
They will advise on and implement the day-to-day support that enables the school to operate effectively and efficiently, and that allows other members of the leadership team to focus on teaching and learning.

The School Finance Manager will assist the Headteacher with all aspects of finance, site and facilities management projects.
To be responsible for strategic planning in relation to the business and support services of the School including all financial implications and ensuring that the School uses its resources effectively and efficiently at all times. 

To generate and co-ordinate new income streams which are supportive of the ethos of the school. 

Equal Opportunities:
The Council has a strong commitment to achieving equality of opportunity in both services to the community and the employment of people and expects all employees to understand and promote its policies in their work.
Safeguarding:
This school and all its personnel are committed to safeguarding and promoting the welfare of children and young persons.  This position is subject to an Enhanced Disclosure to the Criminal Records Bureau and suitable references and other essential recruitment checks.

Duties and Responsibilities

Finance
1. To monitor and evaluate school administration, finance, and to update or implement changes and develop systems

2. To be responsible for the delegation and monitoring of the quality of work and progress within the finance team

3. To liaise effectively with all stakeholders including school colleagues, governors, parents, local authority, contractors etc

4. To maximise income generation within the ethos of the school 

5. In conjunction with the Headteacher, create the detailed budget for the school. 

6. To advise governors on the policies needed to comply with all employment and financial legislation. 

7. To be responsible for performance appraisal of staff within the finance team, Health & Safety team and ICT Technician.
8. To monitor and maintain school budgets in line with government and local authority legislation and to ensure accuracy at all times.
9. To identify, plan and monitor the effective management of school resources
10. Evaluate information and consult with the Senior Leadership Team and Governors to prepare a realistic and balanced budget for school activity.  
11. Advise the Head Teacher and Governors if fraudulent activities are suspected or uncovered.  
12. Maintain a strategic financial plan that will indicate the trends and requirements of the school development plan and will forecast future year budgets.  
13. Maximise income through lettings, extended services provision and other activities and to be responsible for generating income for the school and through applying for additional funding.  

14. To be responsible for all cash transactions within the school or delegate as appropriate
15. To provide guidance to the leadership team and governors to enable the school to be compliant with regulatory requirements

16. To manage and monitor on a regular basis data and analyse benchmarks to ensure school performance targets are met. 
17. Forecast future years’ budgets, based on the school’s estimated funding and trends in expenditure, to enable the headteacher to make strategic, long-term decisions.

18. To prepare and present accurate school accounts to governors and to ensure all finance procedures adhere to audit regulations
19. To ensure all procurement processes are effective and offer best value

20. To ensure staff complete relevant risk assessments for all school educational visits or in-house activities

21. To manage school based projects as and when required and to monitor their effectiveness

22. To work with senior leadership to manage and develop effective partnerships and relationships with all the school community
23. With the support of senior leadership to manage contracts, tenders and agreements for the provision of school services

24. To implement changes agreed by senior management across own areas of responsibility

25. To identify any areas of concern or potential risks that may affect the school’s strategic objectives as laid out in the School Improvement Plan and make effective contingency plans
26. To maximise school income through lettings, extended services provision and through applying for additional funding

27. To monitor and plan long term financial budgets ensuring best value, school improvement plan priorities are taken into account as are any trends that may affect future school budgets

28. To manage the existing school technology systems

29. To prepare effective school marketing literature and present to the senior leadership team and to monitor and evaluate its impact

30. To ensure that the appropriate school policies are available for all stakeholders and to develop them in conjunction with other members of senior staff 
31. To have a good knowledge of BROMCOM.

32. Maintenance and development of all targets through SFVS 

Premises 

1. Ensure a safe environment for the stakeholders of the school to provide a secure environment in which due learning processes can be provided.  

2. To work with the Premises staff to implement the premises and site decisions of the Headteacher and Governing Body. 

3. To share responsibility with the Headteacher and Site Supervisors for the maintenance of the school site and the buildings, the preparation of maintenance schedules and the efficient operation of all facilities on the property. 

4. To lead the planning and implementation on site of new capital and refurbishment projects. 

5. To work with the Site Supervisors to ensure all contracts are maintained to the highest quality and provide the school with value for money. 

6. To take responsibility for the main health and safety issues specific to the school and how they relate to pupils, staff, visitors and contractors. 

7. To negotiate, manage and monitor contracts, tenders and agreements for the provision of support services. 

8. To manage the letting of the school premises to outside organisations. 

9. To provide and document effective Risk Management, for example, in Health and Safety and in the management of any third party service contracts. 

10. Advising the Governing Body’s Finance and Premises committees. 

11. To manage the catering contracts, cleaning contracts, leasing arrangements, and Asset Register. 
12. Act as the school’s Health & Safety Co-ordinator and Fire Officer.  
13. Ensure the school’s written health & safety policy statement is clearly communicated and available to all people

14. Ensure the health & safety policy is implemented at all times, put into practice and is subject to review and assessment at regular intervals or as situations change.  

15. Enable regular consultation with people on health and safety issues.  
16. Ensure systems are in place for effective monitoring, measuring and reporting of health and safety issues to the Senior Leader ship Team, Governors

These are intended to be a guide to the range and level of work expected of the postholder.  It is not an exhaustive list of all tasks that may fall to the postholder and employees will be expected to carry out such reasonable duties, which may be required

Any such other duties within the competence of the postholder as necessary when requested by the Headteacher.
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