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Job Description


	Post Title:
	Finance Manager 

	Reporting to:
	Business Operations Manager

	Location:
	St. Wilfrid’s Catholic High School & Sixth Form College

	Grade:
	10

	Service Area:
	Finance and Business Operations

	Overall Purpose of the Post:

The Finance Manager is responsible for managing, monitoring, and controlling the school’s budgets, ensuring financial resources are planned, deployed, and reported effectively to support high‑quality secondary education. The role provides strategic and operational financial leadership, supporting the Headteacher, Senior Leadership Team (SLT), and Governors/Trustees with accurate financial information, robust forecasting, and compliance with all regulatory requirements. 

The Finance Manager will also work alongside the Academy Business Operations Manager and deputise in their absence. They will be expected to familiarise themselves with the full range of support functions across the Academy and provide support as required.


	Date of last review:
	March 2026






	Knowledge, skills and experience requirements for the post

	
	Essential
	Desirable

	Qualifications/ Training
	· Relevant qualification in a relevant discipline level 6 or above
· Professional finance qualifications in AAT Level 4 or above
· GCSE English Grade 4 or above or equivalent 
· GCSE Maths Grade 4 or above or equivalent
	

	Skills/Knowledge
	· A positive, proactive attitude demonstrating initiative and professional drive.

· A recognised final accountancy qualification or equivalent, supported by relevant professional experience.

· Strong knowledge of financial management processes and procedures.

· Proven experience and understanding of budget management across a complex organisation.

· In‑depth knowledge of internal financial control systems, including:
· Regular management information
· Administrative procedures
· Segregation of duties
· Systems of delegation and accountability
· Financial Management Procedures

· Knowledge of commissioning, bid preparation, and contract management.

· Knowledge and experience of taxation requirements, including VAT.

· Commitment to developing a detailed knowledge and understanding of all Academy support functions.

· A strong personal commitment to professional development for yourself and others.

· Excellent communication skills, with the ability to work collaboratively with internal and external stakeholders.

· Strong understanding of financial management software packages.

· Proven ability to lead, manage, and motivate colleagues, providing both support and challenge where appropriate.

· Ability to hold budget holders accountable, highlighting issues and ensuring compliance with Academy financial regulations.

· Clear and effective communicator, able to share ideas and information confidently.

· Strong analytical and  problem‑solving skills, capable of applying practical and innovative solutions to a wide range of challenges.

· Ability to think and act strategically while maintaining awareness of operational requirements.

· Capacity to make effective decisions, think clearly under pressure, and meet challenging deadlines.

· Excellent time‑management skills, with the ability to plan workload to meet the needs of the organisation.

· Ability to demonstrate sensitivity, discretion, and objectivity when handling confidential issues.
	· Understanding of health and safety requirements within the workplace.

· Knowledge and experience of financial management software IRIS and IMP

· Ability to negotiate effectively with suppliers to secure best value.

· Ability to interpret and provide guidance on complex statutory requirements and documentation, including government deadlines.


	Experience
	· Extensive experience working within a finance role with significant responsibilities.

· Experience producing management accounts and financial forecasts, using analytical skills with the ability to explain financial information clearly.

· High levels of accuracy, integrity, and professionalism

· Proven leadership and management experience, in leading and line managing a team, whilst working collaboratively.
	· Experience of working within the education sector in a senior finance role

· Previous experience of managing and monitoring budgets, ideally in a secondary education or public sector setting

· Strong understanding of school Funding streams 

· Knowledge of curriculum‑led financial planning

· Experience of overseeing buildings, catering, human resources, or having a broader public sector background.

· Experience submitting bids for funding and/or resources.

	
Responsibilities and accountabilities


Main Duties:

Carry out other duties commensurate with the grade (or below) of a post, as directed by the line manager, Senior Leaders or their representatives.

Budget Management & Monitoring
· Manage the day‑to‑day operation of all Academy budgets, providing regular financial updates to the Academy Business Manager.
· Prepare the annual Academy budget and produce reports for ongoing financial monitoring and analysis.
· Lead the strategic development of financial functions, ensuring continuous review, improvement, and alignment with best practice.
· Lead the annual budget‑setting process, including detailed income and expenditure planning.
· Actively manage and monitor budgets throughout the year, ensuring spending remains within agreed limits.
· Track, analyse, and report budget variances, identifying risks, pressures, and savings opportunities.
· Maintain rolling multi‑year financial forecasts, reflecting curriculum, staffing, and student number changes.
· Support budget holders in managing departmental budgets, providing guidance and challenge where required.
· Hold prime operational responsibility for all financial matters within the Academy.
· Provide a forward‑thinking, responsive financial service that supports the strategic direction of the Academy.
· Ensure that all accounting policies and procedures comply with relevant legislation, regulatory frameworks, and internal controls.
· Maintain accuracy and full compliance with audit requirements across all financial areas.
· Ensure financial processes are carried out in accordance with the Bishop Konstant Catholic Academy Trust (BKCAT) Financial Handbook and the Academy’s associated financial management procedures.
· Advise senior leadership and budget holders on all financial matters, providing timely and accurate information.
· Create high‑level financial reports for the Academy’s Senior Leadership Team (SLT) and Academy Council, providing clear feedback on areas of concern, opportunities for improvement, and recommendations for budget efficiencies and cost reduction.
· Ensure the efficient and effective use of all resources under the post holder’s responsibility.
· Lead the development, implementation, and maintenance of financial systems and procedures in line with best practice, CIPFA codes of practice, and the regulations governing Charities and Academies.
· Manage all financial information, ensuring it is accurate, high quality, and produced within required deadlines, applying best practice in financial management to secure value for money and optimal use of resources in accordance with BKCAT policies.
· Identify areas where expenditure exceeds budget, working with the Academy Business Operations Manager to investigate variances and propose cost‑saving measures.
· Line‑manage the Academy Finance Officer, Administration and Finance Assistant, Admin and Reception Assistant and Reprographics Officer.
· Lead performance management for the Finance Officer, Administration and Finance Assistant, Admin and Reception Assistant and Reprographics Officer roles.
· Manage the preparation, submission, and coordination of all financial audit requirements, ensuring full compliance with auditors’ requests.
· Contribute to the development of financial functions at a strategic level by ensuring continuous review and improvement.

Financial Planning & Reporting
· Prepare timely and accurate monthly management accounts for SLT and Governors/Trustees.
· Monitor staffing budgets, including salary projections, agency costs, and supply cover.
· Ensure accurate financial records, reconciliations, and supporting documentation
· Coordinate year‑end financial processes and support internal and external audits.

Funding, Compliance & Risk
· Manage and monitor secondary school funding streams, including GAG, student‑related funding, grants, and devolved capital.
· Ensure compliance with the Trust Financial Handbook / local authority financial regulations.
· Maintain oversight of financial risks, including deficit recovery or reserves planning where applicable.
· Keep up to date with changes in education funding and financial guidance and advise leaders accordingly.

Strategic & Operational Support
· Provide financial analysis and scenario modelling to support strategic decision‑making.
· Contribute to business cases for curriculum changes, staffing restructures, and capital investment.
· Support value‑for‑money initiatives and financial efficiency reviews
· Liaise with auditors, DfE / local authority, and external financial advisors as required.
· Manage and responsible for the monitoring of claim submissions the academy Employee Assistance Programme.

Team Leadership & Collaboration
· Line manage finance staff where applicable, ensuring effective performance and development.
· Work closely with the Business Operations Manager relating to HR, estates, and administrative teams to ensure budgets reflect operational realities.
· Train and support staff in financial procedures, policies, and budget management best practice.

Responsibility for Resources
· Oversee all aspects of financial processing including procurement, purchase and sales ledger, and income collection (including cash handling).
· Manage the calculation and entry of accruals and prepayments and prepare audit files to a high standard.
· Manage the annual budget process, ensuring accurate data entry and timely upload to financial systems.
· Perform and oversee bank reconciliations—including those relating to voluntary contributions, Gift Aid, and all Academy accounts.
· Implement and ensure compliance with VAT rules and regulations.
· Ensure all financial processes comply with the BKCAT Financial Handbook and the Academy’s financial management procedures.
· Manage the payroll system and ensure the accurate financial administration of all salary payments and deductions.




Work alongside the Academy Business Operations Manager and deputise in their absence. You will be expected to familiarise yourself with the full range of support functions across the Academy and provide support in the following areas:

Day‑to‑day operational staff management, including HR matters such as training, capability, performance management, conduct, disciplinary matters, and absence management.

Oversight of premises, lettings, and health and safety compliance.

Reviewing and improving working systems and processes to ensure effectiveness and efficiency.

Ensuring high‑quality support services for students and staff.

Participating in and leading service reviews to secure value for money.

Ensuring legal, regulatory, and statutory compliance across all support staff functions.

Ensuring the financial requirements of the Trust Financial Handbook are met, including financial controls, planning, monitoring, annual accounts, and DfE funding compliance.

Preparing appraisals for specific projects and supporting the development of long‑term initiatives for the Academy.

Submission of capital bids, monitoring and controlling capital expenditure, overseeing building works, and managing contractors.

Monitoring spending across the Academy and providing regular financial reports and advice to budget holders.

Overseeing the management of the Academy’s bank accounts in accordance with the Trust financial framework.


As a senior post holder, there is an expectation that you may occasionally work unsocial hours, including some evening commitments, in order to fulfil the requirements of the role. You will need to be able to operate flexibly to accommodate this.




	Responsibilities for resources

	People:
· Finance Officer (G6)
· Admin Officer (G6)
· Admin & Finance Assistant (G4)
· Admin & Reception Assistant (G3)
· Reprographics Officer (G3)
	Budgets:
· Whole school budgets
· Department budgets
	Physical Resources:













	Characteristics of the post:

Employees are encouraged to participate in training activities in order to enhance their own personal development.

· All employees of the school have a responsibility for promoting and safeguarding the welfare of children and young people. 
· Be aware of and comply with policies and procedures relating to child safeguarding, health and safety, data protection, security and confidentiality, reporting all concerns to an appropriate person.
· Contribute to and uphold the overall ethos/work/aims of the school.
· Follow and uphold the Trust Code of Conduct.
· Attend relevant meetings as required.
· Treat all users of the school with courtesy and consideration. 
· Support the role of other professionals in school.
· To be flexible in approach and be available to work outside normal hours as and when required.
· Participate in training and other learning activities and performance development as required.
· Present a positive personal image, contributing to a welcoming school environment which supports equal opportunities for all.

The employment checks required of this post are:
· Evidence of entitlement to work in the UK.
· Evidence of essential qualifications.
· Satisfactory references.
· Evidence of a satisfactory safeguarding check e.g. An Enhanced DBS Disclosure
· Confirmation of medical fitness for employment


	Date completed: 
	March 2026
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