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       Job Description & Personal Specification
Finance Manager


	Job Title:
Finance Manager
	Department: Education


	Division/Section:
Little Ilford School
	Job Number: 

	Grade: PO4
Hours: 36            Weeks: Term time                           plus 3 weeks
	Date last updated: December 2025




	EQUALITY AND DIVERSITY

	
We are committed to and champion equality and diversity in all aspects of employment with the London Borough of Newham.  All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.  




Overall Purpose of Job
· To Support the School Business Manager in the leadership of all aspects of budget, finance and Premises.
· To assist in operating, maintaining and developing the financial procedures and systems of the school in co-operation with the Senior Leadership Team (SLT) and Governors, ensuring that legal and safety requirements with regard to people and functions of the school are maintained.
· To function as line manager for designated finance staff, ensuring that the school is fully prepared to meet OFSTED financial criteria.
· To liaise with relevant members of the Local Authority/Council.
· To support the School Business Manager in managing the catering and cleaning aspect of the school.
· To be responsible for ensuring the school is GDPR compliant
· To maintain high standards of professional behaviour and presentation to reflect the expectations made of our students.
· To carry out any other duties as directed by the SBM


Person reports to:	School Business Manager (SBM)
Person supervises:	Finance staff

__________________________________________________________________________

Key Tasks and Accountabilities

Key tasks and accountabilities are intended to be a guide to the range and level of work expected of the postholder.  This is not an exhaustive list of all tasks that may fall to the postholder and employees will be expected to carry out such other reasonable duties which may be required from time to time.

· To support the SBM in advising the SLT on matters relating to premises, finance, GDPR and Health & Safety.
· In the absence of the SBM, to attend Governors’ Finance Committee meetings  and  assist the Chair.
· To deputise for the SBM as required in relevant fields of expertise.
· To provide support, as relevant, to the SBM, Headteacher and SLT.


Financial Duties and Responsibilities
· To be responsible for the development, operation and management of the financial functions of the school and ensure Value for Money is achieved in all areas of expenditure.

· To design and implement systems of financial control, to supervise them once in place and review and refine as and when required

· Monitor actual budget against expenditure, identify and where possible resolve any significant variations, giving notice to the Business Manager about any irregularities.

· To be responsible for the production and maintenance of accurate and complete records of all income and expenditure within the school budget and School Fund, working at all times in accordance with the school’s agreed financial procedures. 

· To manage finance staff and prioritise their work. Undertake appropriate induction, probation, training and development and PDR reviews of finance staff.

· To contribute significantly in the preparation of the annual budget, producing out turn reports and carrying out year end procedures.

· To be responsible for the production of all financial returns in a timely and accurate manner including reports for the Finance & Personnel Committee.

· To be responsible for advising the School Business Manager on all aspects of the school’s finances and producing a commentary on the school’s financial performance.

· To be responsible for the monthly reconciliation of the actual income and expenditure data via the School FMS systems including reconciliation of bank statements and payroll.

· Prepare all documentation necessary for the annual audit.

· To be responsible for the School Fund and arrange for the school fund account to be externally audited at the end of the financial year. 

· Collate information and submission of documentation relating to bids for external funding. 

· Exploration and management of income generating opportunities.

· To act as budget holder for certain expenditure cost centres.

· To ensure that all monies are collected and recorded in accordance with procedures and are banked in a timely fashion.

· To organise quotes for the repair and maintenance of equipment and repairs to the building.

· Assist with the management of premises including management of lettings and be responsible for all the recording and monitoring of associated income.

· To support the SBM in managing the school’s activities and premises with the objective of maximizing letting income within agreed policies.  This includes taking responsibility for booking and organising all lettings, marketing  and income collection.

· To keep the school inventory up to date including ensuring asset disposal is managed and relevant legislation observed 

· To assist the SBM in the role of Health & Safety Coordinator, maintaining the Health & Safety file system ensuring procedures are observed and actioned appropriately.



Data Protection Responsibilities
· Liaising with the SBM, following through on actions related to GDPR given by the Data Compliance Service (NPW), as the external Data Protection Officer (DPO), and informing staff of necessary actions as relevant.
· Being the link person from the school to the Data Compliance Service
· Keep knowledge of data protection law up to date by attending forums and reading relevant documentation
· Ensuring DP policies & procedures are up to date
· Make recommendations to Senior Management of any changes which should be made as a result of data protection law
· Ensuring the Information Asset Register is regularly reviewed and kept up to date
· Coordinate breach reporting
· Develop an in-depth understanding of the school’s processing operations, information systems, data security processes and needs, and administrative rules and procedures
· Support the DPO and SBM with the following:
1. Awareness-raising activities
2. Coordinating staff training
3. Conducting internal data protection audits
· Support the DPO with carrying out data protection impact assessments, if necessary
· Supply information to the Information Commissioner’s Office (ICO) as relevant, assisting and consulting it where necessary, including:
1. Helping the ICO to access documents and information
2. Seeking advice on data protection issues
· Act as a contact point for individuals whose data is processed (for example, staff, pupils and parents), including:
1. Responding to subject access requests
2. Responding to other requests regarding individuals’ rights over their data and how it is used
· Work closely with other departments and services to ensure GDPR compliance, such as HR, legal, IT and security

General Duties and Responsibilities
· To participate in the performance and development review process, taking personal responsibility for identification of learning, development and training opportunities in discussion with the line manager.

· To maintain confidentiality at all times in respect of school-related matters and to prevent disclosure of confidential and sensitive information.

· To perform other such duties within the competence of the postholder as may reasonably be required.

· Ensure that all duties and services provided are in accordance with the School’s Equal Opportunities Policy.

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

· To comply with individual responsibilities, in accordance with the role, for health & safety in the workplace.


The duties above are neither exclusive nor exhaustive and the post holder may be required by the Headteacher to carry out appropriate duties within the context of the job, skills and grade


Safeguarding
·  Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in Education, Prevent) and our safeguarding and child protection policies
· Work with the designated safeguarding lead (DSL) to promote the best interests of pupils, including sharing concerns where necessary
· Promote the safeguarding of all pupils in the school











	
	Person Specification
	METHOD OF ASSESSMENT
Application Form/Interview/Test

	
	Criteria
	Essential
	Desirable

	
	Appropriate accountancy qualifications (AAT, ACA, ACCA, CIMA etc.) and membership of a recognised professional body.
	√
	

	
	Educated to a good academic level with a high level of numeracy and literacy.

	√
	

	
	Knowledge of accounting standards and financial legislation
	√
	

	
	Experience of preparing accurate monthly management accounts including commentary
	√
	

	
	Knowledge and understanding of the education sector
	
	√

	
	Evidence of managing complex tasks including planning, co-ordinating, organising and implementing change
	√
	

	
	Able to demonstrate a high degree of initiative, self-motivation and drive. Working to agreed deadlines with minimal supervision 
	√
	

	
	High level of interpersonal, communication and presentational skills 
	√
	

	
	Ability to remain calm and focused under pressure
	√
	

	
	Experience of budget management
	√
	

	
	Experience of managing /supervising staff
	
	√

	
	Computer literate – MS Excel – SIMS - FMS or any other finance package
	√
	

	
	Must have experience of working as part of a team 
	√
	

	
	Reliability and integrity
	√
	

	
	Must be willing to work flexibly – according to the needs of the School.
	√
	

	
	Commitment to maintaining confidentiality at all times
	
	

	
	Commitment to safeguarding and equality
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