JOB DESCRIPTIONAchievement & Opportunity for All


FINANCE MANAGER

	
MAIN PURPOSE OF THE ROLE:
	
· To take full responsibility for the efficient and secure administration of the school’s finances on a day to day basis, reporting to and in liaison with the School Business Manager.

KEY ACCOUNTABILITIES:

Finance and Accounting

· In consultation with the School Business Manager & Headteacher, prepare the school’s annual budget and review and update as necessary.
· Support the School Business Manager in the preparation and implementation of a financial plan that will indicate trends and requirements of the School Development Plan and forecast future years’ budgets
· Monitor income and expenditure in relation to the school’s budget, and produce reports as necessary
· Provide monthly budget commitment reports for all budget holders and Identify overspend where necessary
· Ensure that the school’s financial procedures meet the requirements of all financial regulations, including the Academies Financial Handbook
· Prepare financial information in order that relevant returns can be made to the ESFA/DfE, and other external bodies as required
· Reconcile the payroll on a monthly basis, and complete appropriate financial returns to the HMRC, Pensions Agencies etc.
· Ensure all income is secured including VAT
· Prepare annual trial balance, and all other relevant documentation, for submission to the auditors.
· Oversee all bank accounts and credit/debit cards including BACS payments.
· Manage all income and expenditure relating to school trips.
· Be responsible for the day to day use of the school’s financial system (IRIS Financials) 
· Maintenance of the accounts structure including setting up new budget / ledger codes.
· Maintain capital spend and asset information including the Fixed Assets register

Purchasing Support 

· Provide support to the School Business Manager to implement the Procurement Procedure, ensuring that the school is compliant in all areas of contract renewal, and the purchase of goods and equipment
· Seek out, build and manage relationships with suppliers to obtain best pricing/negotiate discounts, service, delivery terms and payment/credit terms
· Maintain contract/preferred suppliers’ listing and report on this to Trustees as required 

Governance

· Support the preparation of reports and documentation for the school’s Board of Trustee meetings
· [bookmark: _Hlk495170003]Review the school’s finance policies and procedures and make recommendations for changes as appropriate
· Advise the Board of Trustees and SLT on financial matters as required

Managing Staff

· Train, mentor and coach staff to develop skills and knowledge, ensuring continuous improvement and continuity in service delivery at all times
· Be an excellent role model for staff always demonstrating good practice 

Lettings 
· Support the Finance Assistant with responsibility for lettings
· Administer the finances of school lettings and the use of premises by outside organisations and the local community, alongside the Lettings Administrator

Music
· Support the Finance Assistant with responsibility for music

Health & Safety

Be aware of and comply with policies and procedures relating to child protection; health and safety and security; confidentiality and data protection; and report all concerns to an appropriate person.

Review of Duties

The key purpose and key responsibilities of the job are subject to review and may, after discussion with the postholder, be revised.

We are an Equal Opportunities employer.  The Broxbourne School is committed to ensuring inclusion, diversity and equality of opportunity. We welcome applications from all suitable candidates and encourage those from underrepresented groups, and/or with protected characteristics, to apply. The school is committed to safeguarding and promoting the welfare of children and young people and expects anyone applying to work in our school to share this commitment.  All appointments are subject to pre-employment checks, including a satisfactory enhanced criminal records with Barred List check through the Disclosure and Barring service.
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