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Finance Supervisor

Dear Applicant
Thank you for your interest in the Finance Supervisor vacancy at Wilmslow High School.
A package of information is enclosed in this booklet.  In addition, the school website www.wilmslowhigh.com  might be helpful.
I hope that you will find the material interesting and that you will decide to apply for what we regard as an exciting post.
Further information will be sent to those applicants called for interview.  Should you require any further details in the meantime, please do not hesitate to contact our Personnel Assistant, Debra Acton.

I look forward to receiving your application.
[image: Description: image002]
James Pullé
Headteacher
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Section 1: Wilmslow High School




Our Improvement Vision
Young people only get one chance at education; therefore, at Wilmslow High School we are committed to the pursuit of excellence for every student, every day.  We do this through our dedication to learning, by being guided by values and in striving to serve.
We are committed to preserving a happy and caring environment that is rooted in our core values, and in which staff and students can flourish, whilst challenging ourselves to pursue excellence for all our students.  
This is a time of growth and development for our school, and we look forward to the future with excitement.   
What does the pursuit of excellence look like at Wilmslow High School?
A whole curriculum
We are committed to a broad and balanced ‘whole’ curriculum delivered by knowledgeable subject specialists, which offers all our students a rich diet of scholastic, creative, practical and sporting opportunities.  We are proud of our wide range of both curricular and extra-curricular provision (over 30 subjects at GCSE and A Level and over 50 extra-curricular activities) and the variety of opportunities that we are able to offer our students to grow and excel at school, regional and national level.  Our sports specialism remains at the heart of our culture and ethos in raising participation, expectations and standards.  We are also looking to develop further as a Reading School.
Research-based teaching
A great strength at Wilmslow High School is our excellent subject knowledge, but we are keen to challenge ourselves and raise attainment by developing our pedagogical expertise further.  We are currently working across the school to deepen our understanding of ‘Big Ideas’ and effective assessment.  We are looking to develop further our knowledge of ‘what works and why’ through our growing range of CPD, book clubs, lesson study and action research.
High expectations
We aim to grow young people of character who will flourish in their futures.  We want each and every one of our students to have a worthwhile ambition for their future that we can help them to achieve.  We expect the highest standards of courtesy and respect from our students and are rarely disappointed.  We also expect all our staff to support the maintenance of our high standards, but we are looking to develop further the resilience of our students to demand more challenge in their learning. 


Commitment to every child
Every child matters at Wilmslow High School so we were very proud to be the first school in the country to be accelerated to Inclusion Quality Mark Flagship Status in 2015.  We are very proud of our House system that lies at the heart of ‘The Wilmslow Way.’  We have a range of innovative strategies that we use to support our students but we are looking to develop our range of teaching and learning strategies further so that all our students can fulfill their potential.  Particular areas that we are keen to develop are the performance of our low attaining students and ‘hard to reach’ students. 
Commitment to the wider educational community
We are a thoughtful, reflective, innovative community, keen to build ‘professional capital’ at a local and national level.  We are strongly committed to the Whole Education Network, as a pathfinder school and inaugural member of the Northwest regional network.  We are also proud of our contribution to the educational community both through our contribution to local Teach Meets and subject hubs, and our involvement presenting at national conferences and ResearchEd events.
Commitment to the wider community
We see our school as being at the heart of the local, regional, national and global community for all our students.  We have excellent links through the KPMW soft federation with other local secondary schools (Knutsford, Poynton and Middlewich).  We also have strong and developing connections through the Wilmslow Education Partnership with our partner primaries.   We are keen to work with our local community, and were proud to be highly commended in the TES Community and Collaboration Awards (2015) for our links to local businesses through our Achievement Partners Programme.
In Appendix 2 you will find our Pursuit of Excellence document that outlines our ambitions as we move forward.
School performance
Having been graded ‘outstanding’ by Ofsted in 2011, and ‘good’ in 2013 under a revised inspection framework, in 2016 we celebrated our strongest set of results in the last four years at both GCSE and A Level as a result of the excellent efforts of our staff and students.  Nevertheless, we recognise that there is more to be done in both embedding the gains that we have made and raising attainment further.  We look forward to working together to achieve this.
About our school
Wilmslow is a pleasant commuter town with a population of about 30,000.  Our school is the only state secondary in the town, drawing from a catchment of Wilmslow, Handforth and Alderley Edge.  We are heavily oversubscribed due to the excellent reputation that the school enjoys.  We are a large school, with approximately 2000 students on roll, including a sixth form of almost 500 students; however, due to our strong sense of community, we are a school in which every child is known.
Our intake of high attaining students is significantly above national average, but our intake of top attaining students is average.  We have a higher percentage of boys than average and, as part of our commitment to inclusion, we host two LA-funded resource provisions for Hearing Impairment and Autistic Spectrum Condition.  The social composition of our catchment is extremely wide, ranging from students with the lowest IDACI score possible to students from areas within the top 20% of deprivation in the country.  Approximately 16% of our students are disadvantaged, and narrowing the aspiration and attainment gap for these students remains a priority for us.

Professional Development
We are keen to develop our teachers and future leaders whatever their career stage.  We run induction programmes for new staff and for newly qualified teachers, and are extensively involved in initial teacher training through PGCE and Teach First    In addition, we have an internal programme for aspiring middle managers, ‘Developing Leadership.’ We have close links with ‘Whole Education’ development programmes.  Targeted mentoring is also provided for those eligible to apply for pay progression.  Our middle leadership meetings are open to all teachers and we are happy to provide coaching and leadership opportunities for teachers who are keen to progress their careers.  Our local and national links mean that there are plenty of opportunities for those who wish to ‘make their mark’ in education.


	
Section 2: The Post, Person Specification and Job Specification




The Post
Title:			    Finance Supervisor (AAAE8021)
Salary:		       	    Grade 6 (£20,138 to £22,658)
37 hours per week, full year 
 
Date of Appointment:     As soon as possible
Context
The post-holder will work in the General Office which is also the base for the School Business Manager (SBM), Personnel Officer, Examinations Officer and Administrator, Head’s P.A. and First Aider.
The post is being advertised due to a vacancy arising in the Finance Team and the redistribution of some financial tasks to enable the school to more readily achieve some of its strategic objectives.
The finance team consists of the School Business Manager, the Finance Supervisor (this vacancy) and part-time Finance Assistants.  The post holder will report directly to the School Business Manager and be responsible for supervising the Finance Assistants.
This is a busy role that has an interesting mix of responsibilities and is a key position supporting the school’s financial systems and processes.  The post-holder will be required to interact in a professional manner with suppliers, parents, staff and students across a range of issues, and pro-actively assist in the school’s commitment to continuously improve finance and administration processes. In such a large and busy school, the post-holder should expect to be unavoidably interrupted, including when undertaking relatively complex financial analysis, and as such will need to be flexible, patient and resilient to deal with this.
This would be an excellent role for someone looking to utilise and enhance their financial skills and experience within a friendly school General Office environment.

Person Specification 
	 Attributes
	Essential
	Desirable

	Qualifications
	· Qualified or part qualified AAT and/or BTEC Higher – Finance or any other relevant qualification

· or

· Qualified by experience – at least 18 months working as part of a finance team
	· Member of Association of Accounting Technicians


	Experience
	· Significant time in financial work
· Ability to supervise the day to day work of finance assistants


	· Experience of budgetary control processes

	Personal Qualities
	· Self-motivated.
· Ability to work accurately and methodically with attention to detail.
· Ability to plan ahead, prioritise and meet targets and deadlines
· Good inter-personal and communication skills
· An ability to work as part of a team and to individually undertake a range of tasks 
· Rigorous professionalism and the ability to maintain confidentiality
· Desire to undertake training
· A good attendance record 
· Ability to supervise high workloads and to maintain focus on priorities 
	· Sense of humour  
· To be flexible as regards shared general office duties



	Skills and Knowledge
	· Understanding of finance and budgets/accounting practices and principles
· Understanding of relevant financial regulations
· Understanding of standard reporting systems/format
· Organisation skills
· Supervisory skills
· Microsoft Office (Excel, Word)
· Office skills - Administration and filing systems
· Cash handling
· Methodical ways of working
	· SIMS (Schools Information Systems) 
· Experience in HCSS or similar schools financial management systems, e.g. SIMS, or Oracle
· Up to date knowledge of issues that may affect school financial considerations 
· Knowledge of Cheshire East Schools financial regulations and standards
· Ability to collate and present financial information in a meaningful way, under direction.
· Ability to exercise sound technical judgement and to distinguish between routine and more complex financial issues.














	
Section 3: Job Description




 Post:				Finance Supervisor
Salary Scale			Grade 6 (AAAE8021)

Purpose of Post
To assist the School Business Manager in the efficient administration of the School’s financial transactional procedures, within the framework of management and accountability established by the Headteacher and Governors, and to assist in the development of financial support systems.  To supervise the Finance Assistants.


To Whom Responsible
School Business Manager


Principal Responsibilities
•	Supervise the processing of financial documentation under financial regulations including liaison with other functions as may be required.  Check and process all invoices and issue cheques or ensure payment via BACS or purchase card, as appropriate.  Process internal recharges for Printworks, Catering, (monthly) Barclaycard purchases and postage.  Carry out Purchase Order housekeeping, monitor and chase Creditors and Debtors. 
•	Maintain detailed financial records, documentation and working papers in order to ensure consistent audit trails, and a sound basis for technical analysis and decision making. 
•	To assist the School Business Manager to provide financial statements for all budget holders to enable them to keep within spending targets and to provide ad hoc financial statements to educational visit leaders as required.
•	Have prime responsibility for the School Fund accounts, ensuring the proper application of agreed systems and working practices under the Local Authority’s financial regulations and in accordance with proper accounting practice.  Ensure any transfers to or from the delegated budget are completed on a timely basis.  Ensure satisfactory auditing of the accounts.  
•	Assist the School Business Manager in monitoring school budgets as required and to reconcile finance system information to central Local Authority reports (including SEN funding, Utility, ChESS buyback and payroll charges).  

· Assist with closing of annual accounts to enable prompt and accurate year-end  financial reporting, including responding either directly to auditor queries, or through  the School Business Manager, as required.
•	To assist the School Business Manager in the maintenance and development of effective financial and administration systems in order to provide the Senior Leadership Team with regular reports on the up to date and projected financial position to enable the Senior Leadership Team and Governors to make accurate decisions.
•	Supervise the online payment system for parents, reconciling this on at least a monthly basis to the bank account.
•	Supervise the day to day activities of finance assistants including providing clarity as to the relative priority of various tasks.
[bookmark: _GoBack]•	Assist in the provisional of data necessary to advise staff/governors on school insurance (including school trips) to ensure that policies and regulations are complied with.
•	Assist in the provision of data necessary for advice on value for money issues in order help achieve Best Value for the school.
•	Assist in the provision of advice to the Senior Leadership Team of financial implications of aspects of school development planning so that informed decisions are made.

Notes
	    Health and Safety
			To take all reasonable steps to ensure the Health and Safety of students and staff within the teaching base environment
          To promote and safeguard the welfare of students in accordance with the school’s child   protection policy
	   County Flexibility Policy
			Notwithstanding the detail in this job description, in accordance with the 
        		Policy the jobholder will undertake such work as may be determined by the 
          Headteacher from time to time, up to or on a level consistent with the 
  			Principal Responsibilities of the job.
	   ‘No Smoking’ Policy
The school is an entirely ‘no smoking’ environment.
	   Review
This will be reviewed annually at the end of the academic year or earlier if 
necessary.  In addition, it may be amended at any time after consultation with 
you.








	
Section 4: Arrangements for the Application




Application details
Please apply by uploading a completed application form through www.wilmslowhigh.com, which will link you to the ‘TES hirewire system’ (please note that the application form must be completed in full before it can be considered).  If you experience any problems with this or require further information please contact Debra Acton, Personnel Administrator dacton@wilmslowhigh.cheshire.sch.uk or 01625 441085
Closing Date:			17th October 2017
Formal Interview Date:	 31st October 2017
Applicants invited for interview will be contacted by telephone.  If you have not heard from the school by Wednesday 25th October 2017 please assume that on this occasion your application has been unsuccessful.   
Our school community places the highest priority on keeping our children safe.  Applicants for all posts will be subject to stringent vetting and induction processes.
Asylum and Immigration Act
If successful with this application you will be asked to confirm, in advance of taking up the appointment, that you are eligible to work in the United Kingdom.  In order to establish this you will be asked to provide us with documentation showing your National Insurance Number of provide copies of Tax Forms P45 or P60, or if this is not possible, other evidence of your entitlement to work.
The Rehabilitation of Offenders Act
The Rehabilitation of Offenders Act allows for a person who has been convicted of a criminal offence involving a sentence of not more than two years imprisonment and who has since lived trouble free for a specified period of time (related to the severity of the offence) to be treated as if the offence, conviction or sentence has never occurred.  This is known as a spent conviction.
The holder of this post will be required to work with children under the age of 18 in a position of trust and is, therefore, exempt from the Rehabilitation of Offenders Act.  Applicants must therefore disclose whether they have any previous convictions, whether or not they are spent.  Failure to disclose any conviction could lead to an application being rejected, or, if appointed, may lead later to dismissal.
Disclosure and Barring Service Check (DBS, formerly CRB)
Successful applicants will be subject to a Disclosure and Barring Service Check (Disclosure) from the Disclosure and Barring Service.  These were previously known as CRB checks.  There are three levels of Disclosure: Basic, Standard and Enhanced.  This job is subject to an Enhanced Disclosure.
Standard disclosures provide details of all convictions held on the Police National Computer, including current and spent convictions as well as details of any cautions, reprimands or final warnings.  If a job involves working with children, the disclosure will indicate whether information is held on government department lists.  Enhanced disclosures involve an additional level of check to those above and also include a check on local police records. This post is subject to an Enhanced disclosure.  Further information about the Disclosures scheme can be found at www.homeoffice.gov.uk
If called for interview, please bring with you as much of the following as possible so that we can complete the necessary identity check and, if your application is successful, a DBS check: 
If you have a passport and/or a driving licence you MUST provide both (if it is a photographic driving licence the paper counterpart must also be provided), your original birth certificate or marriage certificate and one piece of recent documentation (e.g. utilities bill) which show your current address.  If you have changed your name, you will need to provide evidence of this.  One document should contain photographic evidence of your identity. 
If you are appointed, you will be required to complete part of your DBS disclosure application online at home.  Please keep the identity documents you have supplied at interview handy, as you will need to input information from these as part of the process.
If the outcome of the process for the successful candidate is that the DBS certificate contains information, the school will need to see the original DBS certificate in order to decide whether the appointment can proceed.
Qualifications
Please also bring, if called for interview, original copies of the certificates of any relevant qualifications.
Occupational Health
The appointment is subject to satisfying the County’s appointed Occupational Health Physician of your medical suitability for appointment to this post.
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  Details of the most recent GCSE and A level performance data are available through the following link:

 http://www.wilmslowhigh.com/about-us/school-performance/
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Wilmslow High School
Rationale, Aims, Statement of Entitlement   
Rationale
Education at Wilmslow High School is based upon the premise that all children are of equal value, the belief that education has intrinsic worth and the determination to meet individuals' educational needs by presenting challenging and engaging opportunities to learn.  These basic beliefs will be promoted within a school culture which fosters a sense of community, which is caring and supportive, which is intellectually and socially demanding and which, by promoting mutual respect and dignity, enhances the self-respect and confidence of our students and encourages them to take responsibility for themselves and their activities.
The promotion of learning will be at the heart of the school's ethos with learning being promoted as a continuum across all of the Key Stages and as a lifelong activity.  The school's ethos will recognise the importance of possessing an international perspective and recognise also that communities are increasingly interdependent. 
The school's curriculum will be based upon the promotion of skills, attitudes, concepts, knowledge and understanding and will, whilst offering both breadth and balance, provide individualised pathways to ensure relevance as students proceed through the school.  The curriculum will seek to challenge and engage students' intellect across all areas of experience, will employ a wide range of approaches to learning, will encourage critical thought and will seek to develop independence of learning.
An integral part of the operation of the school will be the fostering of an active link with the community.  It is intended that the link will be of mutual benefit, with the community contributing, both to the promotion of values and the education of young people and with the school providing opportunities for lifelong learning.  In linking the school and the community it is intended to encourage young people to recognise their responsibilities as members of a community and the part that individuals can play in enhancing the community in which they live.
Wilmslow High School  will seek to generate a love of learning, a pride in achievement and a commitment to quality. 
Aims
To foster learning within an environment which is disciplined, calm, stimulating, enjoyable and within which there is mutual respect.
To establish a culture that values achievement, encourages students to develop their full potential and recognises individual success.
To encourage a commitment, amongst all individuals, to the achievement of the highest standards in all aspects of school and personal life.
To encourage the development of broadly educated, happy, confident, self-disciplined, self-motivated individuals equipped for adult life. To promote a partnership between the school and the community, encouraging students to be responsible, caring members of society.
To ensure equal provision for all and supplementary provision for those with special needs.

Student Entitlement
Every student at Wilmslow High school is entitled:
· To a broad and balanced curriculum which provides equality of access for all and which provides challenging tasks to meet individual needs.
· To be valued, to be treated fairly and with respect.
· To be able to learn in a safe and supportive environment.
· To have his/her individual achievements recognised.
· To operate in a culture which nurtures self-respect, self-confidence and the ability to respect other people's point of view.
· To experience a range of learning styles.
· To access an extended range of educational opportunities.

· 
	Appendix 2




 Our journey to 2019: Wilmslow High School

Our Improvement Vision
All young people only get 950 days of secondary education; therefore, at Wilmslow High School we are committed to the pursuit of excellence for every student, every day.  

We do this: 
· through our dedication to learning, 
· by being guided by values and 
· in striving to serve.

We are committed to:
· maintaining a strong, happy and caring school community that is rooted in our core values, and in which staff and students can flourish, whilst 
· challenging ourselves to pursue excellence for all our students.  

This is a time of growth and development for our school, and we look forward to the future with excitement.   

What does the pursuit of excellence look like at Wilmslow High School?  
The pursuit of excellence will see each and every one of our students participating fully and 
performing highly throughout a rich and deep curriculum.

High performance by all groups of students will be seen in the following three dimensions
· academic attainment and progress that are significantly above average.
· interpersonal skills and qualities that are widely recognised as exemplary.
· an ability to produce highly effective responses to a wide range of competitions, projects and tasks.

We will achieve these ambitions through:

1. A powerful curriculum
2. Strong leadership and systems
3. A professional learning school
4. Young people of character
5. A school at the heart of its community

1. A powerful curriculum
Our students are entitled to develop the powerful knowledge, skills and qualities that will allow them to flourish in life, learning and work.  

As we move towards 2019, we are committed to:
· using our time and resources optimally to build further a deep, broad and balanced ‘whole’ curriculum;
· providing across the formal and wider curriculum a rich diet of 
i. scholastic, 
ii. creative, 
iii. practical, 
iv. sporting and 
v. character-building experiences;
· ensuring our students develop as
i. effective communicators
ii. safe and healthy decision makers
iii. ambitious and independent learners,
iv. confident leaders
v. empathetic thinkers
vi. knowledgeable and responsible citizens
vii. active participants
viii. resilient and courageous team players

2. Strong leadership and systems
Our students deserve leadership that is founded in sound judgement, determined in its pursuit of excellence and strongly guided by moral purpose.

As we move towards 2019, we are committed to building further the strong and sustainable leadership and systems that our school deserves through: 
· well-planned staff, leadership and resource stewardship and development aligned to key areas of school improvement
· the further implementation of efficient and effective systems and structures that optimise performance
· using our contribution to a school-led education system.

3. A professional learning school 
Our students need us to work smarter not harder, developing our pedagogical expertise and knowledge of ‘what works and why’.

As we move towards 2019, we are committed to: 
· developing further as a mutually supportive, collaborative and professional community of enquiring, thoughtful and well-informed practitioners.  
· seeking out and sharing innovation and expertise, both within and beyond the school community, for the benefit of all young people.  
· engaging fully in a thriving programme of professional learning, book clubs, lesson study and action-research that involves all staff working with our students.  

4. Young people of character
Our students should be young people of character who:
· have a ‘do more and be more’ approach.
· are guided by moral purpose, intellectual engagement and a spirit of enquiry.
· are determined to succeed through hard work and effort.

As we move towards 2019, we will: 
· continue to expect the highest standards of courtesy and respect from all our students, and to provide a happy and caring environment in which they can flourish.
· develop further and celebrate more powerfully, the resilience, responsiveness to challenge, and effort of all our students. 
· ensure that all our students have a worthwhile ambition for their future and are engaging fully with the learning process that will help them to achieve this.

5. An school at the heart of its community
Our students deserve to feel a sense of belonging to their full community: local, regional, national and global.

As we move towards 2019, we will continue to
· develop knowledge and understanding of these communities through our powerful curriculum
· build further sustainable, mutually reinforcing and effective partnerships across and beyond the Wilmslow community that will help our students to flourish in life, learning and work.
· shape our school so it responds to the evolving needs of our growing community.
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