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	Post Title:
	Finance Manager  

	Department:
	Finance & Estates

	Hours 
	36hrs per week 52 weeks per year

	Salary: 
	BEX9-11   £31,731.00pa -  £37,551.00pa dependant on experience 

	Responsible to:
	Director of Finance & Estates

	Responsible for:
	Finance Officer 

	Functional links with:

	SLT, School staff, Senior Managers, Governors, Volunteers, Pupils, Users of the School, Staff in other schools and within the LA and Suppliers of equipment and services.

	Main Purpose of the role
	To operate a comprehensive financial support service to the Headteacher and staff within the Academy Trust, and to process financial transactions in adherence to the Trust’s Financial Regulations and Scheme of Delegation.

 

	The Post holder will uphold the vision of Townley Grammar School:

Townley Grammar School is a vibrant centre of learning for our community, with a relentless commitment to enhancing the lives of all young people, regardless of their ability or aptitude. 

We develop students’ knowledge, academic excellence and character by building their resilience, compassion and ambition. These core values provide our young people with the wisdom and independence to make the right choices and lead happy, fulfilled lives. The Post holder will uphold the vision of Townley Grammar School. 

Inclusion at Townley Grammar School means that no-one in our school communities should feel like they cannot be part of something just because they have differences to others. Our approach to inclusion acknowledges all vulnerable learners and draws on the lessons to be learned from both Townley Grammar School and Townley Grammar School in an innovative and developing Multi-Academy Trust.
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Key responsibilities:

Management

· To be responsible for the management of Townley Grammar School’s day to day financial operations
· To line manage the Finance Officer
Ordering

· To raise purchase orders on the PS Financials system.
· To liaise with budget managers regarding any queries with orders.
Payments

· To process invoices on the PS Financials system, ensuring that they are coded accurately and
authorised in line with the Trust’s scheme of delegation.
· To generate payment runs via BACS, and upload to the online banking system
· To liaise with suppliers and resolve any queries.
· To manage the purchase ledger, including monthly analysis of the aged creditor reports.
· To reconcile the Trust purchase card on a monthly basis and update the purchase ledger accordingly.

Payroll & Pensions

· To run and manage the Schools payroll function, ensuring compliance with the Trust Finance and Pay

Policies, and with HMRC statutory requirements

· To administer all TPA and LGPS transactions and to be the trust’s primary
contact with these agencies for pension matters.


Income

· To code grant and other income on the finance system promptly on receipt of remittance
· [image: ]To ensure that income received via the parent portal is recorded on the finance system in a timely manner
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· To manage the sales ledger and debt recovery function, including monthly analysis of the aged debtors report
· To take steps to recover unpaid debts through timely reminders by email and telephone
· To raise sales invoices for other activities undertaken by the Trust or its academies
· Monitor the schools’ electronic payment collection systems and process payments and
refunds on the system.


Bank

· To maintain the banking mandate and update any signatories as required
· To check the bank accounts on (at least) a weekly basis, ensuring all items are correctly coded
· To perform a reconciliation of all bank accounts by the 5th day of the month.
Systems

· To maintain the PSF system in conjunction with the support desk, ensuring authorisation is in line with the Scheme of Delegation, and that all budget managers have access for ordering and reporting.

School Trips

· To liaise with trip organisers to ensure that trips are properly costed in accordance with the
Trust’s Educational Visits Policy and Charging and Remissions Policy.
· To update the online payments system to enable parents to pay for school trips, voluntary donations and any other parental contribution requests
· On completion of a school trip, to prepare a summary of income and expenditure for the trip for signing off by the lead teacher.
· To liaise with the lead teacher and the Finance Manager regarding any trip shortfall, ensuring that shortfalls are charged to the appropriate teaching or other department.

General

· Contribute to the evaluation and development of financial systems and procedures.
· Any other duties as requested by the Director of Finance and Estates or Headteacher, commensurate with the grade of the post.
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[bookmark: _Hlk137118331]Person Specification:

	
	Essential
	Desirable

	1. Experience
	Experience working in a finance with payroll experience in another organisation
	Experience of working in finance within an educational setting

	2. Documentation
	· Enhanced DBS and validated references
· Eligibility to work in the UK
	

	3. Qualifications
	A*-C GCSEs or equivalent in English and Maths
	· Educated to A level or equivalent.
· Accounting qualification such as AAT

	4. Skills
	· Good communication, organisational and interpersonal skills
· Ability to work effectively with others
· Ability to meet deadlines and work under pressure
· Ability to be work independently
· High level of ICT competence in Microsoft word and excel
	· Strong analytical skills

	5. Disposition
	· Polite and confident disposition in communications with staff and students
· A helpful ‘can-do’ attitude
· A ‘team player’
· A sense of humour
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[bookmark: _Hlk137118389][bookmark: _GoBack]Additional Duties:
The post holder is responsible for promoting and safeguarding the welfare of pupils at the school. The post holder is responsible for using technical and operational knowledge to ensure a safe environment.

Continuing Professional Development
: 
In conjunction with the line manager, take responsibility for personal professional development, keeping up to date with research and developments related to school efficiency, which may lead to improvements in the day to day running of the school;

Undertake any necessary professional development as identified in the School Improvement Plan including up to date technical knowledge taking full advantage of any relevant training and development available.

The post holder will be required to complete an enhanced Disclosure Barring Service (DBS) Check with appropriate barred list checks, or the equivalent, and must be eligible to work in the UK.

All staff are expected to be committed to the Equal Opportunities Policy.
Townley Grammar School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. This job description is not necessarily a comprehensive definition of the post. It will be reviewed regularly and it may be subject to modification at any time after consultation with the post holder.

Health and Safety
Under the Health & Safety at Work Act 1974, it is the responsibility of individual employees at every level to take care of their own health and safety and that of others who may be affected by their own acts at work. This includes cooperating with the School and colleagues in complying with Health and Safety obligations to maintain a safe environment.

SIGNED: __________________________________________


PRINT NAME:	_____________________________________


DATED: ___________________________________________
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Headteacher/Interim Senior Executive Leader: Nevita Pandya

Townley Grammar School, Townley Road, Bexleyheath, Kent DA6 7AB

Tel: 0208304 8311 Web: www.townleygrammar.org.uk Email: admin@townleygrammar.org.uk
Registered Company No: 7844587 Part of Odyssey Trust for Education
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