[image: image1.png]@o





Oaklands School

Job Description - Finance Manager
Grade:  P01
Hours of work:
36 Hours per week, all year round
Contract Type: 
Permanent (Following a successful probationary period).
Responsible to: 
School Business Director 
Main purpose of the role
To assist the School Business Director with the provision of a high quality budgeting, contracting and financial service to Oaklands School, working within statutory, legal and regulatory frameworks, and in accordance with the relevant Oaklands school and London Borough of Hounslow Council policies and procedures.
To provide an effective and efficient financial administration service for the school’s lettings operations. 
Main responsibilities and tasks

Budget Setting, Budget Monitoring, and Financial Benchmarking
1. Be responsible for assisting the Business Director and the Senior Leadership Team in the preparation of the draft annual and three yearly budgets, for consideration by the Finance committee. 
2. Prepare expenditure reports against budget on a monthly basis and share with the Senior Leadership Team and/or budget holders.

3. Evaluate information and records that will affect budget planning in terms of income and expenditure.
4. Use financial information, particularly benchmarking tools, to identify and assess areas of spend.

5. Prepare reports from regular benchmarking exercises using consistent financial reporting and ESFA tools. 
6. Provide advice and training regarding the School’s Budget and related matters to the school staff and Governors if required.
Finance and Accounting procedures and operations
1. Responsible for the preparation and management of all financial accounts, statutory reporting and returns for Oaklands school and the Oaklands School Charitable Trust
2. To be responsible for all accounting procedures, and procedures for managing cash, ensuring efficient and safe routines are maintained concerning collection and security.
3. Assist with audit related tasks and query resolutions. 

4. Ensure all financial transactions are compliant with the relevant policies and legislation. 

5. Provide advice and training regarding the school’s financial matters to the school staff and Governors if required.

6. Advise the Senior Leadership Team on all aspects of financial policy and practice such as purchasing and tendering.

7. Responsible for ensuring that the fixed asset register is kept updated.

8. Entering all appropriate cash book journals for payments and receipts each month.
9. Responsible for the purchase ledger processes to include the coding of invoices with the correct nominal codes, ensuring they are logged onto the system, distributing to budget holders for authorisation and matching receipts. 

10. Responsible for arranging any RMAs and the processing of credit notes
11. Processing of invoices and BACS payments using the school’s financial system (FMS) ready for authorisation by the School Business Director.

12. Carry out monthly bank reconciliation processes.

13. Maximise school income through monthly efficient claims from the local authority.

14. Work with HR and Hounslow Council’s Schools Financial Services and Processing teams, to ensure monthly payroll report reconciliation, and the efficient processing of cross-charged receipts and payments, ensuring that there are no errors and no overpayments. 

15. Oversee the ordering and distribution of school uniform, ensuring that all financial records of sales and purchases are accurately maintained. Carry out monthly stocktake and reconciliation.

16. Establish and maintain filing systems and processes.
Contracting procedures and operations
1. Monitor main contracts and keep under review and negotiate for best value, actively seeking opportunities for cost-improvements and ensure ‘value for money’ is at the core of all financial activities.

2. Manage all procurement processes, ordering of supplies, equipment and services, prompt payment of invoices.

3. Communicate extensively with suppliers and school staff in order to ensure smooth procurement and delivery processes are maintained 
4. Liaise with relevant external parties to resolve any queries and investigate discrepancies 
5. Ensure ‘best value for money’ by applying an annual review of quotations for all services and suppliers.

School Lettings procedures and operations
1. Manage the Financial Administration of the Schools lettings programme.
2. Work with colleagues from the Central Services team and Contractors to ensure the smooth operations of the school’s lettings programme.
3. Manage direct bookings and the online booking system for events, raising invoices as required.
Individual, Team and Departmental duties
1. Liaising with the School Business Director, take personal responsibility for own training and development, to ensure continuous professional development.  
2. Train, mentor and develop other member(s) of the Finance Team, ensuring that tasks are carried out efficiently and that performance is appraised and reviewed regularly.
3. Work as a member of the Central Services department, to provide a range of financial administration support, towards the achievement of departmental and school goals and objectives, as may be assigned by the Business Director, and the School’s Leadership Team.
4. Carry out any other tasks and duties analogous to the post.  
KEY RELATIONSHIPS (INTERNAL AND EXTERNAL) 

1. Staff of Oaklands School, Great Oaks College, and External Contractors/Suppliers
2. Local Authority

Equal Opportunities: The School has a strong commitment to achieving equality of opportunity and expects all employees to implement and promote this in their own work.

Health and Safety: The School is committed to a healthy and safe working environment and expects all its employees to implement and promote its policy in all aspects of their work. 

Confidentiality: The School is committed to maintaining the privacy of all its staff and pupils.  It expects all staff to handle all individuals’ personal information in a sensitive and professional manner.  All staff are under an obligation not to gain access or attempt to gain access to information they are not authorised to have. 

Safeguarding: The School 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.

SIGNATURES

Name of Line Manager: …………….…………………………………………………..

Signed.…………………………………………… Dated…………………………………….
Name of Post holder: ……………………………………………………………….....
Signed…………………………………………. Dated……………………………………….
The duties of this post will change and develop over time.  It is the line manager’s responsibility, in conjunction with the post holder, regularly to review this document and amend it when necessary.  
JD – Finance Manager _ December 2023
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