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Academic Year 2017/18

Dear Applicant, 
Thank you for expressing an interest in the post of Vice Principal - Resources at The City Academy, Hackney. We are achieving exceptional results to match our status as an outstanding school. 77% of our students achieved five A*-C (9 – 4) grades with English and mathematics, and 58% achieved the English Baccalaureate. This has been achieved in an academy with levels of attainment below the national average on entry, and over 60% are entitled to pupil premium. We have also just received our second set of A Level results, with 79% of exams awarded A* - C grades, and all students securing either a university place or high quality apprenticeship.
This is an exceptional school with high expectations, tight discipline and an exciting curriculum. It is a place where staff gain experience in a high achieving environment which enables them to quickly develop their practice and progress in their career. All staff are involved in the core purpose of ensuring students make the best progress and you will be a Personal Advisor to a number of students.

I can promise you that this will be one of the most rewarding places to work and that aside from the intrinsic challenges and rewards this post offers, there are many other benefits for staff who work for us. We are committed to creating a professional and supportive workplace for our staff. 
We want you to look forward to each day at the academy. We expect hard work, skill and dedication to our ethos, and in return we will provide an excellent working environment, competitive rates of pay and an excellent benefits package. We will also provide outstanding experiences and training opportunities, and simply having worked in our school at some time in your career will enhance your curriculum vitae.

If you feel that you can make a positive contribution to our academy, please apply online via our website, www.thecityacademy.org. I look forward to reading your application.

Should you have any queries, please do not hesitate to contact me.

Yours sincerely,
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Mark Malcolm
Principal
Please note applications must be received by Thursday 25th January at 10am
	Job description

	

	Post:
	Vice Principal – Resources

	Grade
	Local Government Pay Scale

	Responsible to:
	Principal

	Responsible for:
	Finance, HR, Student Services, Premises Management, Catering, ICT and Leadership Support


Principal Accountabilities

· To deliver commercial standards of resource management for the benefit of the academy community. 

· To be responsible for the strategic leadership and development of the resource functions of an extended academy.   

Main Activities and Responsibilities 

The duties outlines in this job description are in addition to those covered by the Local Government Terms and Conditions Document. It may be modified by the Principal, with your agreement, to reflect or anticipate changes in the job, commensurate with the salary and job title

Specific responsibility for the following areas:

As a member of the Senior Leadership Team:
· Keep up-to-date with relevant educational issues, legislation and bidding processes, and discuss regularly at Senior Leadership and Management meetings.

· Determine in conjunction with staff ways of promoting and maintaining the academy’s ethos as articulated in the academy aims and Academy Improvement Plan and thus raise achievement.

· Attend staff and Senior Leadership and Management meetings in accordance with role and responsibility and ensure they are effectively and efficiently run.

· Provide line management for key staff, monitor their performance and plan for their training and development needs.

· Review and revise appropriate codes of practice and policies annually.

Leadership, oversight and/or management of:

· Financial functions including procurement, budget setting, systems and control, fundraising, and revenue management.

· Human resource management, recruitment, retention and integrated information systems.
· Asset management, scheduling the use of the building and resources to ensure effective delivery of the academy’s extended hours programme.
· Access planning for disabled users and those with special educational needs.
· Marketing the services of the academy and maximising revenue generation through the creation of bids and commercial letting of the academy premises.

· The Catering Manager in developing a commercially based catering operation that delivers high quality within a healthy eating agenda and therefore generates revenue for the academy.

· Development of student services, administration and Leadership Team support.
· Leading improvements in each of the resource functions, in particular drawing up and leading the delivery of a strategic development plan that is regularly reviewed and amended.  

You will need to address:

· Customer led approaches to resource services including the development of internal and external service level agreements. 

· Development of robust and consistent quality assurance procedures.
· Investigation of, and proposals for, strategic ICT based solutions for better information handling and communication within the academy, as well as subsequent plans for implementation.

· Strategic development of the academy premises which supports the vision for the academy and draws upon a range of funding sources. 

· Strategic development of catering that supports the vision of a commercially based income generating service.

· Procurement procedures and a rolling programme of reviews of leases and contracts.

· Systematic procedures for auditing and asset management which ensure an accurate and current asset register.

· Marketing the services of the academy and maximising revenue generation through the commercial letting of the academy premises.

· Developing the use of academy services and resources to support extended academy status.

· Establishing online financial and resource management procedures.

Other:

· Ensuring that all statutory requirements are complied with in relation to: education acts, health and safety, financial regulations, data protection and other key legislation.

· Through leadership, delegation, monitoring, and taking decisive action where necessary, ensuring that key staff and resource areas operate efficiently and effectively in their delivery of the specific duties outlined below.
· To undertake other duties commensurate with the level of the post as deemed appropriate by the Principal/Governors.

Key Organisational Objectives
The postholder will contribute to the academy’s objectives in service delivery by:

· Following Health and Safety requirements and initiatives as directed.

· The academy is committed to safeguarding and promoting the welfare of children and young people and we expect all staff to share this commitment. 

· Ensuring compliance with Data Protection legislation.

· At all times operating within the school’s Equalities policies, demonstrating commitment and contribution to improving standards of attainment.

· Adopting Customer Care and Quality initiatives.

· Fulfilling the role of Student Personal Adviser and/or mentor if required.

· Contributing to the maintenance of a caring and stimulating environment for young people.

Conditions of Service

Governed by the National Agreement on Pay and Conditions of Service, supplemented by local conditions as agreed by the Trust.

Special Conditions of Service

Because of the nature of the post, candidates are not entitled to withhold information regarding convictions by virtue of the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975 as amended. Candidates are required to give details of any convictions and are expected to disclose such information at the appointment interview.

Because this post allows substantial access to children, candidates are required to comply with departmental procedures in relation to Police checks. If candidates are successful in their application, prior to taking up post they will be required to give written permission to the Department to ascertain details from the Metropolitan Police regarding any convictions against them and, as appropriate the nature of such convictions.

Equal Opportunities

The postholder will be expected to carry out all duties in the context of and in compliance with the academy Equalities policies.

Date of issue:


………………………………………..

Signature of postholder:
………………………………………..

Signature of Principal:

………………………………………..
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Person specification
	

	
	Essential
	Desirable

	Qualifications
	
	

	Educated to degree level or equivalent, in Business, Finance or Administration
	(
	

	Qualification in HR Management
	
	(

	Qualification or experience in Premises Management
	(
	

	Experience
	
	

	At least three years’ experience in financial, business and/or premises management
	(
	

	Experience driving through organisational change
	(
	

	Experience of developing effective administrative systems and procedures
	(
	

	Experience of completing bids and applications to raise extra funding
	(
	

	Experience of forming business partnerships
	
	(

	Experience of leading the review and implementation of a management information system
	
	(

	Skills
	
	

	Personal
	
	

	Ability to manage people effectively by conducting regular meetings, setting targets for performance, delegating tasks appropriately, and monitoring the quality of delivery and outcomes
	(
	

	Ability to manage own workload and demonstrate sophisticated organisational skills
	(
	

	Ability to take a problem-solving approach to work and tasks and come up with well thought through, valid and financially sound solutions
	(
	

	Ability to be flexible and able to respond to the unexpected in a calm and reassuring manner
	(
	

	Ability to use computer systems, including word processing skills to produce tables, spreadsheets and statistical returns
	(
	

	Ability to use management information systems and to be able to transfer the experience of one to another
	(
	

	Ability to communicate effectively, both verbally and in writing
	(
	

	Ability to build and maintain effective working relationships with a wide variety of people
	(
	

	Ability to maintain strict confidentiality in all matters
	(
	

	Willingness to keep up-to-date on relevant policy and procedures in line with the duties identified in the job description and any further educational/academy developments
	(
	

	Ability to draw upon interpersonal skills to build effective business partnerships
	(
	

	Knowledge and understanding
	
	

	Safeguarding and child protection 
	(
	

	To have the ability to understand issues effecting the academic success of students
	
	(

	A good understanding of the principles underpinning effective performance management
	(
	

	An understanding of, and commitment to, the academy’s vision and policies
	(
	

	Good knowledge of effective IT administration systems
	(
	

	Good knowledge of financial procedures and regulations in academies
	
	(

	A clear understanding of the standards expected of a high quality, professional environment for learning.  
	(
	

	A clear understanding of the change processes, systems and structures needed to ensure a high quality, professional environment for learning.  
	(
	

	Sound knowledge of policy and practice regarding financial management, Health and Safety, human resources
	
	(

	Good knowledge of what constitutes ‘Best Value’ and be able to translate this into all aspects of the attached job description
	(
	

	Equal opportunities
	
	

	Understanding of different social backgrounds of students
	
	(

	An understanding of and commitment to Equal Opportunities issues within the workplace
	
	(


The City Academy, Hackney

Vice Principal – Resources

Permanent, Full Time

Salary: Scale P014 Point 64-67 £62,145 – £65,769 Per annum (In the case of an exceptional candidate, this can be negotiated)
(plus performance related bonuses and other benefits)
If you want to be the best, then you should probably join us 

Students in our academy made more progress than in any other school in London and made the best progress of any co-educational school in the country in 2014 (Best 8 score 1081.4). In addition, we have maintained our results in 2017 at a level significantly above national averages. That is great news for our students, the academy and our community, but there is so much more that we know can be achieved and you can help. 

We have a relentless ambition to deliver continuing success to the young people we serve. Our approach is based on very simple principles: clear systems and extremely high expectations. We focus on the development of our students, their values and ultimately their academic success. We maximise the impact of teaching by providing clear leadership, minimising bureaucracy and effective support that have tangible results on the quality of teaching and outcomes for our students.
The Role
We are seeking to appoint a highly skilled, professional and experienced leader to be responsible for our Financial Management and Administrative systems within the academy.

The successful applicant will provide strategic and operational leadership, planning and management of school business and support functions, including Finance, Human Resources, Facilities, ICT, Health and Safety, and Student Services, all of which contribute to creating the conditions for all students to experience success.

You must be educated to a degree level or equivalent and hold a recognised qualification in Business, Finance or Administration. The successful candidate must be a confident leader who can function well as part of a team, have excellent communication and interpersonal skills, be highly organised and have the ability to work under pressure in order to meet deadlines
This is a fantastic opportunity for you to shape the lives of young people in Hackney. If you think you can help transform the opportunities for the community we serve then we would like to hear from you.

The City Academy, Hackney is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment. An enhanced DBS check is required for all successful applicants.
For details about the role and how to apply please visit www.thecityacademy.org.
Please note applications must be received by Thursday 25th January at 10am
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