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Job Description
Finance Manager

HOURS:			22.5 hours per week, term time only plus 6 hours overtime for CPD. 

PAY SCALE: 			NJC Scale Point 23 - Salary £34, 434 Actual Salary £17,637.58

PLACE OF WORK:		St Boniface Federation, one day in each of the Federated schools, St 
Saviours, St Mary’s and St Thomas of Canterbury Catholic Primary Schools

ACCOUNTABLE TO: 	Executive Headteacher

MAIN PURPOSE OF JOB: 	To support the Executive Headteacher with the Financial Management of the Federation.

Job Purpose
To organise and supervise financial management systems within the three schools in the Federation. To contribute to the planning, development and monitoring of services and management of finances.

Job Responsibilities

1. Offering budget advice and assistance to both the Headteacher, School Business Manager and Governors with the setting of an annual budget plan and revisions as required during the financial year.
2. Assist with the management, monitoring and recording of expenditure.
3. Keeping the Executive Headteacher informed of any major spending variations identified as a result of analysing monthly spending information or through changes in circumstances.
4. Reconciling the school bank account(s) and resolving any anomalies.
5. Giving oversight to payment routines to ensure that the recording of expenditure within Access Education Finance accounting system is accurate.  In addition, ensuring that expenditure is minimised through seeking ‘good value for money’.
6. Assisting the Admin Officers of the schools with the provision of data to the payroll provider in respect of salary points, conditions or service etc., to ensure the correct payment of salaries.
7. Reconciling the accounting data supplied by the payroll providers and the school’s account system and resolving any differences.
8. Be responsible for and complete complex returns / surveys.
9. Attending Finance Committee and where appropriate, full meetings of the Governing Body.
10. Ensuring that Access Education Finance shows all relevant accounting transactions where expenditure is funded from sources other than the delegated budget.
11. Maintaining links with the LEA and other service providers to the school.
12. Providing the financial information required by Ofsted, auditors and other agencies and discussing (and resolving) any matters arising.
13. General administrative duties.
14. Promote equality as an integral part of a role and treat everyone with fairness and dignity.

Generic quality statement:  The Federation of St Boniface expects that its staff will adhere to its policies and procedures.  All members of staff are expected to be familiar with procedures and undertake appropriate activities to support their learning and development.

Safeguarding - The Federation of St Boniface is committed to safeguarding and promoting the welfare of children and vulnerable adults and operates stringent safer recruitment practices.  

Diversity and Equality - All employees are expected to treat others with dignity and respect.

Health and Safety - The Federation of St Boniface has a duty to protect employees and all employees have a duty to protect themselves and others from harm as far as is reasonably practicable.

This job description is correct as at the date given above. In consultation with the postholder it is liable to variation by management to reflect or anticipate changes to the job.

Signed:………………………………………………   
Name:…………………………………………………
Date:………………………………………………….
















Person Specification
Finance Manager



	
	
ESSENTIAL

	HIGHLY DESIRABLE

	EXPERIENCE
	Substantial administrative and accounting experience 

Experience in supervising staff
	Two to three years of experience within an educational environment.


	KNOWLEDGE AND
SKILLS

	Financial packages

ICT in particular Microsoft Office

Excellent numeracy/literacy skills

Ability to organise, lead and motivate staff

Ability to plan and develop systems

Able to relate well with children and adults

Good team player
	Working knowledge of policies and practices of schools.

Knowledge of school finance systems, Access Education Finance and Access Education Budgets

Basic knowledge of Compass MIS
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	QUALIFICATIONS
	
NVQ Level 3 or equivalent

English and Maths GCSE Grade C or above or equivalent
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