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A member of the Cardinal Hume Academies Trust



Post:	Finance Manager 
Scale:	NJC outer London scale 33-37 (currently £44,021-£48,063) (starting salary will depend on experience and qualifications)
Hours:			Full time (36 hours week, 52 weeks a year)			
Reporting to:		Head of School

JOB PURPOSE
1. The Finance Manager is the school’s leading finance staff professional and works alongside the Senior Team to assist the Executive Head Teacher and Head of School in ensuring that the school meets its educational aims.
2. The Finance Manager promotes the highest standards of business ethos within the administrative function of the school and strategically ensures the most effective use of resources in support of the school’s learning objectives. 
3. The Finance Manager is responsible for the Financial Resource Management. The Finance Manager will, in the terms of the requirements of the Cardinal Hume Academies Trust (CHAT), work closely with the Chief Financial Officer of the CHAT, as well as the Finance Managers of the other schools in the Trust, to ensure the school meets its responsibilities under the Academies Trust Handbook and other regulations as required.

GENERAL DUTIES, LEADERSHIP AND STRATEGY
1. Attend governing board and finance committee meetings and School Management and Governing Body Committee and Board meetings as required.
2. Negotiate and influence strategic decision making within the school’s Senior Management Team.
3. In the absence of the Executive Head Teacher and Head of School, take delegated responsibility for financial and other decisions. 
4. Plan and manage change in accordance with the school development/strategic plan.
5. Line manages the finance department including performance management 

FINANCIAL RESOURCE MANAGEMENT
1. Produce monthly management accounts and submit to the Trust CFO for consolidation, including a budget monitoring report, detailed commentary on variances, cashflow forecast and balance sheet.
2. Evaluate information and consult with the Senior Team and Governors to prepare a realistic and balanced budget for school activity. 
3. Prepare the school’s annual budget, discussing and negotiating issues with relevant senior members of staff.
4. Submit the proposed budget to the Executive Head Teacher, Head of School and Governors for approval and submission to the Trust’s Board of Directors and assist the overall financial planning process.
5. Use the agreed budget to actively monitor and control performance to achieve value for money. 
6. Identify and inform the Executive Head Teacher, Head of School and Governors of the causes of significant variance and take prompt corrective action.
7. Propose revisions to the budget if necessary, in response to significant or unforeseen developments. 
8. Provide ongoing budgetary information to relevant people.
9. Advise the Executive Head Teacher, Head of School and Governors if fraudulent activities are suspected or uncovered. 
10. Maintain a strategic financial plan that will indicate the trends and requirements of the school development plan and will forecast future year budgets.
11. Identify additional finance required to fund the school’s proposed activities.
12. Maximise income through lettings and other activities.
13. Identify investments which are appropriate for the school, taking account of risks, views of stakeholders and identify possible and suitable providers in order to maximise return.
14. Present timely and fully costed proposals, recommendations or bids.
15. Put formal finance agreements in place with suitable providers for agreed amounts, at agreed times and appropriate agreed costs and repayment schedules.
16. Manage the process of internal and external audits at the school.

ACCOUNTING
1. Supervise and approve month-end bank reconciliations, ensuring alignment of control accounts with underlying records.
2. Authorise and process accounting journals, including the monthly payroll journal, reallocation entries, and year-end adjustments such as prepayments and accruals.
3. Manage the school's purchase and sales ledgers, ensuring timely payment to suppliers and prompt collection of outstanding debts.
4. Administer the school's online banking system, serving as one of two authorised payment approvers.
5. Monitor the school's cash flow to identify potential surpluses or risks and address any cashflow concerns proactively.
6. Prepare year-end forecasts for income, staffing, and non-staffing costs to be included in the monthly management accounts.

PAYROLL MANAGEMENT
1. Manage the payroll services for all school staff including the management of pension schemes and associated services.
2. Complete a monthly reconciliation of the payroll before authorisation
3. Identify any discrepancies between the staffing budget and the payroll 
4. To work with the PA to the Executive Headteacher & Head of School regarding HR and recruitment matters



Contract of Employment: 
This job description is non-contractual.  This means the Executive Headteacher may require variations consistent with the needs of the school within the competence of the postholder.
PERSON SPECIFICATION
The role of the Finance Manager calls for a finance professional with the necessary experience, skills and personal qualities to be able to operate as part of a close-knit senior management team. There is an important role to play leading the finance team in providing a robust financial infrastructure as well as an excellent opportunity to play an important and active part in the strategic direction of this forward looking, successful and thriving school.
The post holder:
· will have a full qualification from a major accountancy body or be working towards achieving one;
· should be able to demonstrate a track record of successful financial leadership and building effective teams;
· should have financial reporting and management skills, and experience of working with stakeholders to develop strong financial understanding and empathy across an organisation;
· should have high ethical standards and influencing skills with the ability to engage effectively with all staff across the academy and with the governing body;
· should show evidence of entrepreneurialism and innovation, with an ability to identify commercial opportunities to maximise income;
· should have excellent analytical skills and sound judgment;
· should have excellent communication and presentational skills;
· should have experience of financial information systems and be well versed in Excel;
· should have a good knowledge of the funding, regulatory and legislative environment of academies. 
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