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JOB DESCRIPTION
JOB TITLE:			Head of Finance  

RESPONSIBLE TO:	 	The Bursar 

RESPONSIBLE FOR:	 	Finance Team (6 plus 2 Administrators) 


ROLE SUMMARY/PURPOSE OF THE POST

The post holder is responsible for providing effective, high quality management of all financial tasks and services for Malvern College and its associated Prep School, The Downs Malvern and will have immediate line management responsibility for all finance staff. 


KEY DUTIES
Financial Operations
· To manage the financial accounting systems for the College and Trading Subsidiaries.
· To manage the College’s cash flow, daily banking and relationship with our bank.
· To monitor and ensure the College’s compliance with the requirements of our loan agreements with the bank.
· To ensure the College’s compliance in all matters relating to VAT, corporation tax and benefits in kind, liaising with the College’s professional advisors where required.
· To liaise with all budget holders on matters relating to budgets, income and expenditure.
· To liaise with parents on matters relating to fees and payment of fees.
· To administer the invoicing systems and all debt collection.
· To oversee all month end and year end procedures for all ledgers, including payroll.
· To administer the financial aspects of bursary awards.
· To assess bursary applications for submission to the Bursary Committee
· To monitor expenditure on major projects and other capital works.
· To undertake cost savings projects as required and to identify and recommend opportunities for improved cost control.
· To ensure that effective internal financial control procedures are maintained within the Department and in all of the College’s financial affairs.
· To be Company Secretary to the College’s trading subsidiaries.
· To ensure financial control of College trips.
· To administer the payroll and purchase ledgers and associated payments to all parties including HMRC and pension scheme providers. 

Financial Development
· To manage the annual budgeting process, including capex budget, in particular by collating budget holder requests.
· To assist the Bursar in the development and maintenance of the College’s Financial Policies.
· To provide analysis of fixed assets and calculate depreciation.
· To prepare the Department for the annual audit and liaise with the appointed Auditors prior to and during the annual audit.
· To prepare the annual accounts for the College, The Downs Malvern and all subsidiary companies.
	
     Reporting
· To produce and report on the College’s monthly Management Accounts to the Management Board and to provide assistance to the Bursar in their design and development.
· To produce the monthly debtor reports.
· To produce any other management information as requested by the Bursar, including for Council Meetings.

Staffing
· To work with the HR Manager and Bursar in the recruitment and appointment of suitably experienced and qualified finance and payroll staff.
· To appraise finance staff.
· To manage the induction, training and ongoing development of the finance team ensuring succession planning and progression of staff is delivered.
· To hold regular department meetings and to keep staff informed of school wide news and developments.

Contracts
· To administer the College’s obligations for Business Rates, utilities and Council Tax and to liaise with the School’s professional advisors and maintenance team in this regard.
· In conjunction with the ICT Manager, to oversee manage all photocopying, postal and other administrative contracts as requested by the Bursar.

Other
· To manage the College’s relationship with its catering contractor and to oversee the performance of the Caterer. 
· To attend meetings of the School Management Team, the Management Board, Audit Committees, Catering Committee, Support Staff Department Heads meetings and other meetings as directed by the Bursar.
· To co-ordinate the archiving and destruction of sensitive and confidential historical data.
· To ensure compliance with the Data Protection Act / GDPR in matters relating to the Finance Department.
· To keep up to date with technical accounting and taxation developments.


General Requirements:

In accordance with the provisions of the Health and Safety at Work Act 1974 (as amended) and the Management of Health and Safety at Work Regulations 1999 (as amended) you must take reasonable care not to endanger yourself or other persons whilst at work. You must co-operate with the College to enable it to comply with its legal duties for Health and Safety.

Malvern College is committed to safeguarding and promoting the welfare of its pupils and expects all employees to share this commitment.  Employees must, at all times, have regard to the need to safeguard and promote the welfare of children in line with the provisions of the Children Act 2004 (as amended) and Keeping Children Safe in Education (as amended) and be fully aware of, and understand, the duties and responsibilities that apply to their role in relation to these requirements. All employees must attend appropriate training in accordance with College and local Safeguarding Board stipulations.

It should be noted that the above list of duties and responsibilities is not necessarily a complete statement of the duties of the post. It is intended to give an overall view of the position and should be taken as guidance only


HOURS AND BENEFITS:

35 hours per week (Monday to Friday)
5 weeks holiday 
Contributory pension scheme with Scottish Widows(successful candidate will be auto enrolled after successfully completing 3 months service).
Death in Service Insurance cover and Personal Accident Insurance cover 
Generous membership terms (family and personal) for the College’s Sports Complex



PERSON SPECIFICATION

	CRITERIA
	ESSENTIAL
	DESIRABLE

	Education and Qualifications

	· Chartered Accountant – ACA, ACCA or CIMA 
	·  At least seven years post qualification experience.

	Experience, Knowledge and Understanding



	1. To be self-servicing in IT skills e.g. Word, Excel, Outlook.   
	1. Knowledge of financial management systems used in independent schools. 
1.  Charities SORP

	Role Related and Personal Skills


	· Strong and persuasive communication and negotiation skills
· Articulate and literate. A concise and accurate communicator.  
· Ability to analyse and interpret a wide range of information, media and financial data.
· [bookmark: _GoBack]Ability to represent the organisation effectively to senior decision makers and high-profile individuals over the telephone and in writing.
· Excellent organisational skills with a thorough attention to detail
· Ability to work under pressure, to multiple priorities and strict deadlines, prioritising own workload
	

	General


	· A flexible approach to hours and duties
· The desire to work in a changing and challenging environment
	· Understanding of working in the independent sector and/or a boarding school environment 




October 2017


Malvern College exists to provide a quality all round education for pupils aged 13 – 18 and is committed to safeguarding and promoting the welfare of children and young people. Candidates must be prepared to undergo child protection screening and an Enhanced DBS check. You will also be required to provide proof of your identity, right to work in the UK and qualifications during the selection process.

We will seek references on short-listed candidates that will include questions about past disciplinary actions or allegations in relation to behaviour with children and may approach previous employers for information to verify particular experience or qualifications before interview.

To apply please visit our website www.malverncollege.org.uk/vacancies or contact the Human Resources department on 01684 581647.

Closing date for applications is 27 November 2017.
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