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A Positive Learning Environment that inspires a passion for learning so that every student progresses and thrives
Dear Candidates

Thank you for your interest in the position of Finance Manager at Copthall School at this exciting time for our organisation.  I would like to welcome you personally, and I hope that you will find here all the information you need to inspire you to join our team. 

Copthall is on a journey to renewed success since its inspection in February 2016. We have a completely new constituted Governing Body who have a wealth of expertise in a range of areas and are very committed to ensuring we deliver first class educational opportunities to the communities we serve and make a difference to the lives of the girls who learn with us. 

My appointment in September 2016, came with a mandate to make the changes which would see all students receiving consistently good teaching across all subjects.  Underpinning this, I am embedding a culture whereby everyone holds an aspirational vision for every single student.  I believe strongly that what we deliver at Copthall must be good enough for my own children in order to be good enough for the children I am responsible for.

We have committed staff and families who only want the very best for our students. Together we have already begun to address the recommendations in the Ofsted report.  We are determined to focus on the future with a clear focus on teaching and learning where our students are at the heart of everything we do.   Our first monitoring visit just four weeks into my appointment noted that “we are taking effective action to tackle the areas requiring improvement”. https://reports.ofsted.gov.uk/inspection-reports/find-inspection-report/provider/ELS/138685 

We are by no means complacent.  This year I have reviewed systems and structures to ensure that our outcomes for all our students are much improved.  In addition to a new 3 year KS4 offer and a Year 7 nurture curriculum, September 2017 will see the introduction of a new school uniform, vastly improved catering facilities as well as an online behaviour and rewards tool.

This post is a key appointment to the school.  If you would like to discuss the role or have any queries, please call 0208 959 1937 or email recruitment@copthall.barnet.sch.uk. Visits to the school are also encouraged and welcomed.
I look forward to receiving your application.

Yours sincerely
[image: image4.emf]
Evelyn Forde
Headteacher
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A Positive Learning Environment that inspires a passion for learning so that every student progresses and thrives
ABOUT COPTHALL
As a girls’ non-selective comprehensive academy, Copthall offers the rare opportunity of single-sex education for students of all abilities. Behaviour across the school is exemplary. The girls are very polite, well-mannered and welcoming to visitors. Those I spoke with were articulate and spoke with conviction and understanding. They are proud of their school, friendly and respectful of others”. HMI September 2016.
Many girls stay on to join our vibrant Sixth Form, from where the vast majority progress to higher education, with a number achieving places at Russell Group universities. In addition the school also offers a strong and varied vocational curriculum. “Recent changes to leadership of the sixth form mean that provision for 16 to 19 year olds is now good” Ofsted 2016.

OUR LOCATION

Copthall School is located in one of London’s more prosperous and leafy boroughs and the area offers a wealth of good quality social, sporting and shopping facilities. That does not mean however, that we do not have to face social issues similar to many inner-city schools and there is a substantial amount of deprivation in our catchment area.

VISION AND VALUES

Our Vision and Value statements are borne from our commitment to girls education, we want to ensure that they can take their rightful place in society.  We work together to communicate the vision so that any obstacles to success are removed.

Mission Statement: Excellent education for all - A Positive Learning Environment that inspires a passion for learning so that every student progresses and thrives
Values: 

· Respect: Pride and respect in the cultural diversity of our school and the global environment in which we live 

· Equality for all: An environment of kindness and tolerance that demonstrates equality for all 

· Support and Safety: A school that cares and is inclusive, supportive and safe for all 

· Aspiration: Expectation and celebration of high standards of aspiration and achievement in learning and life 

· Responsibility: Being responsible and ready for learning 
Vision:
· To empower every member of the school community to reach their full potential 

· To equip our young women with the skills to enjoy, succeed and have choices in their adult lives 

· To be an outstanding first choice school for young women 

· To provide an inspirational, exciting and broad education 

· To create a positive learning environment that inspires a passion for learning so that every student progresses and thrives (this is the teaching and learning vision)

FOCUS

We have a relentless focus on improving teaching and learning; this includes collaborative planning and coaching, both of which have been hugely developmental for staff.  The way we improve teaching is through a series of steps which allow teachers to improve on one aspect of their teaching at a time before moving onto another area.  We also use leadership coaching, according to need.  Both models facilitate teachers to spend significant time on chosen aspects of their practice, in line with research into effective professional development and the motivating effect of autonomy. 

In our drive to become more of an outward facing school we have strong partnerships with Swakeleys School for Girls who are able to offer school to school support as well as accredited Middle Leadership training as part of their ‘teaching school’ status.   Our selection to the 2017 Education Parliamentary Review is also testament to the work that is taking place to improve outcomes.

The Governors and I are confident that through the hard work of both staff and students we will see a steep change in the organisations performance.   These actions will impact positively on pupil outcomes, the environment and our community so that Copthall quickly becomes, once again a ‘good’ school.
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Copthall School is committed to the protection and safety of Children and young people.  All staff are expected to share this commitment.

Job Description: 

Finance Manager

Reporting to:


Finance & Operations Manager

Hours of Work:

37.5 hours a week

Holiday entitlement:

25 days a year

Weeks per year:

52 weeks a year

Pay scale:


SCP33 – SCP37 £31,170 - £34,338
Job purpose:

The Finance Manager will assist the Finance and Operations Director in the overall

management of the Academy budget, financial efficiency and viability and value for

money.

Key Tasks 

Leadership and management

· Direct and oversee the work of the Finance Officer.

· Undertake line management and performance management responsibilities for the Finance Officer and any other colleague as required.

· Support the development of Departmental Management in Finance processes and best practice in Financial management

Procurement, Orders and Processing

· With the Finance Officer, process all purchase orders for supplies and services.

· With the Finance Officer, record these transactions and process invoices for payment.

· Prepare cheque and BACS payments for approval.

· Ensure prompt payment for all goods and services provided to the Academy.
· Support value for money through sound procurement practices when processing all orders.

· Maintain the register of contracts. 

· Direct and support all cost centre managers in their procurement needs.

Review and maintain the outstanding commitments.
Planning and budget setting

· Assist in the development of the annual budget, forward forecast and planning analysis

· Support Departmental Heads in budget setting, budget bids and costing activities and in the development of budget profiles

· Liaise with the Finance and Operations Director in monitoring cost centres so that best value is achieved by all Cost centre Managers and Academy funds are spent wisely.

· Identify variances in spending for the Finance and Operations Director.

· Support the Finance and Operations Director in the development of statutory accounts schedules and working papers for the external audit process.

· Maintain the cash flow forecast.

· Maintain the income and grant records.

Reconciliations & Accounts

· Carry out Routine Ledger reconciliation.

· Prepare Monthly Bank reconciliation.

· Manage the data input to the accounting system.

· Maintain and monitor all Academy bank accounts

· Maintain appropriate records, including filing systems to ensure suitability for auditing purposes.

· Assist the Finance and Operations Director with the reconciliation of major balance sheet accounts on a regular basis as agreed in line with the Month End procedure; accounts not limited to bank, payroll, fixed assets, creditors, debtors, prepayments etc.

· Ensure compliance with the Schools financial administration and accounting procedures, in accordance with financial scheme of delegation.

· Prepare the Annual Financial Statements and final year end accounts; liaise with the auditors for statutory auditing.  

· Review detailed monthly management accounts for the governors and Principal according to an agreed schedule, reporting immediately any exceptional problems.

· Manage payment processes, income receipt, banking and debt recovery processes.

· Managing the integrity of data input into the accounting system.

Systems and processes

· Assist in maintaining and updating the procedures manual, financial regulations and delegation of authority schedules at least annually.

· Assist with payment processes, income receipt banking and debt recovery.

Handling Cash and Emergency Cash 

· Maintain and operate Petty Cash system.

· Collate and monitor School resources inventory.

· Liaise with the Pastoral Admin Team and ICT Network Manager to ensure that the identity cards for staff and students are functioning efficiently

General administrative duties

· To work as a team in the School office dealing with appropriate administrative tasks as required.

· Carry out duties and responsibilities commensurate with the post necessary for the smooth running of the Academy as required by the line manager.

Signed by employee ​​​​​​​​​​​​​​​​​   ​​​​…………………………………………..

Date ……………………………
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