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Finance Manager
Job Profile

The Finance Manager reports to the Bursar on all financial matters relating to the school and associated Enterprise Company. 

The ability to communicate both verbally and in writing is important. The position requires professional, friendly and courteous contact with parents, suppliers, other members of the public and colleagues at all times and the Finance Manager is expected to provide accounting skills to support colleagues across the rest of the school.  The ability to plan ahead is a critical element of the role to ensure that information produced is accurate and timely.  
The job profile/ description does not form part of the contract of employment and may be varied in accordance with the demands of the role and in consultation with the Bursar.
Job Purpose

The Finance Manager’s primary responsibility is to manage the day-to-day finances of the school, supporting and reporting directly to the Bursar, to ensure compliance with the Financial Procedures Manual and maintain a robust financial control environment, whilst contributing to the financial aspects of the school’s strategy.
Responsibilities to include:
· Day to day financial accounting and cash management including reconciliations
· Accurate maintenance of the school’s financial information and preparation of management accounts and associated reports
· Maintenance and operation of the school’s financial accounting system
· Compliance with the Financial Procedures Manual
· Management of department budgets
· Day to day management and control of Kent College Pembury’s Company
Key Accountabilities

Reporting 

· Producing accurate termly management accounts for the School, to include narrative on performance to budget and ensuring reporting is delivered on a timely basis 

· Producing with the Bursar any adhoc reports required by MIST
· Producing accurate termly and statutory reporting for Kent College Enterprises  

· Reporting on company assets and liabilities 

· Assisting with the production of the Statutory Accounts, Audit file and VAT Returns
· Responsibility for liaison with the external auditors
· Overseeing fundraising reporting, including Gift Aid Claims 

· Undertaking analysis as requested by the Bursar for inclusion in reports for Senior Management or the Board of Governors or MIST

Accounting Records and Financial Management 

· Completing  all statutory and professional statistical returns

· Co-ordinating with Kent County Council for all aspects of funding for the Early Years setting

· Managing the school’s fee refund scheme and personal accident scheme
· Responsible for General Ledger, Balance Sheet reconciliations, Cashbooks and VAT returns 

· Being familiar with relevant School accounts related procedures and policies and advise colleagues and end users accordingly 

· Ensuring effective financial controls are maintained 

· Overseeing prepayments, accruals and other monthly journals 

· Overseeing the School trips budgets and reporting 
· Liaising with admissions and administration department to ensure data is accurate and to share best practice

· Assisting the Bursar in providing financial reports, to include long term financial projects that may be required by the Head, Board of Governors or MIST
Budget 

· Managing departmental budget reports, liaising with academic and support staff budget holders and proactively monitoring department spends

Payroll 

· Uploading the monthly payroll journal to the accounting system 

· Reviewing the master pay claim file and ensure costing is correct 

· Ensuring payroll control accounts reconcile 

· Working with the Payroll team on any queries 

· Ensuring full understanding of the payroll budget to enable comprehensive variance analysis 

· Preparing P11ds for staff as required 

VAT 

· Overseeing calculation, preparation, and submission of VAT returns 

Cash
· Ensuring understanding of cashflow forecast and assist in the forecasting process, producing monthly cash flow forecasts and comparison with budgets, and report to the Bursar on exceptions
· Responsibility for the operation  of the bank accounts and be a  bank signatory
· Responsibility for the preparation of monthly balance sheet reconciliations;
· Preparing a monthly cash flow forecast with comparison to actual movements and report to the Bursar on exceptions
Control environment
· Maintaining a robust financial control environment in accordance with the Financial Procedures Manual
· Ensuring  proper controls over expenditure within agreed budgets
· Liaising with and provide information to internal auditors as required

· Monitoring actual performance against forecasts, taking appropriate action if necessary
Kent College Pembury Enterprises
· Responsibility for the financial management of Kent College Pembury Enterprises and preparation of year-end financial statements
· Liaising with appropriate staff to ensure efficient and accurate processing of invoices
· Providing financial information to support decisions regarding lets and the development of other commercial activity.
Person specification
The ideal candidate will be a qualified financial professional with strong technical capabilities, a problem solver with excellent interpersonal and communication skills and a willingness to engage in a range of activities to support the school.
· Professional Accountancy qualification (ACA, ACCA, CIMA or equivalent). 

· Proven organisational and financial skills 

· Strong interpersonal and communication skills and ability to liaise with financial and non-financial colleagues and external parties, across different seniority levels. 

· Good knowledge of accounting standards.
· Excellent IT literacy across Microsoft packages and knowledge of accounting software 

· Experience of VAT and payroll practices. 

· Excellent problem solving and analytical skills.
· Accurate, well organised, able to work to deadlines and flexibility to take on ad hoc projects
· Clarity of thought with the capacity to identify key issues and present information clearly 
· The ability to act swiftly and calmly in a variety of situations

· A flexible approach and the ability to react to the varied needs of the school community

· High levels of honesty and integrity

· Evidence of continued professional development 

· A sense of humour even when under pressure

General duties

· To uphold the aims, ethos and reputation of Kent College Pembury.  

· To be in sympathy with the school’s Christian foundation.

· To attend INSET and staff training as required.

· To follow safe practice in all areas of school life.

· To carry out any other reasonable duties falling within your capabilities depending on the needs of the school.
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