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Hurtwood House
	Job Description – Finance Manager
The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.



	Main duties and responsibilities:

	

	The following duties shall be deemed to be included in the duties which you may be required to perform:

Job Purpose:

The Finance Manager is responsible for the effective day-to-day management of the School’s financial operations, ensuring that financial records, processes, reporting and statutory obligations are accurate, timely and appropriately controlled.
The Finance Manager will have responsibility for coordinating and undertaking a wide range of financial activities, including accounts administration, student accounts, reporting, cash-flow management, VAT, statutory returns, audit preparation, banking and payroll support. The postholder will not undertake these responsibilities in isolation and will work flexibly with colleagues to share knowledge, maintain continuity and provide cover across the Finance Department.

Key Duties and Responsibilities
Under the direction of the Bursar, the Finance Manager will be responsible for the day-to-day management and delivery of the School’s financial operations, working collaboratively with the Bursar, Bursar’s Assistant, Finance Assistants and Compliance Manager.
Responsibilities will be shared across the Finance Team as appropriate. The Finance Manager will coordinate, undertake and support the following activities, ensuring that work is completed accurately, efficiently and within required timescales.
Financial operations and accounting

· Maintain accurate, complete and up-to-date accounting records for the School.

· Work across all aspects of day-to-day finance, including invoicing, supplier enquiries, purchase ledger, sales ledger, bank reconciliations, Xero reconciliations and BACS payments.

· Process supplier invoices and ensure payments are correctly authorised and made within agreed timescales.

· Prepare BACS payment runs for approval and submission in accordance with School procedures.

· Undertake daily bank and Xero reconciliations and investigate and resolve discrepancies promptly.

· Maintain accurate supporting documentation and clear audit trails across finance processes.

· Monitor cash balances, expected receipts and planned payments to support effective cash-flow management.

· Manage petty cash, including appropriate issue, reconciliation and record keeping.

· Assist with banking arrangements as required, including paying in cheques, collecting pre-ordered cash and arranging cash orders.

· Monitor and respond promptly to finance-related emails and internal correspondence.
Student accounts and fees

· Work with the Finance Team to prepare, issue and administer student accounts and termly fee bills.

· Ensure that student accounts accurately reflect fees, extras, trips, deposits, credits, refunds and agreed adjustments.

· Respond professionally, accurately and sensitively to parent and guardian queries relating to student accounts.

· Support the monitoring and chasing of overdue payments in accordance with School procedures.

· Maintain accurate records relating to student deposits, including returns, transfers and other agreed arrangements.

· Work closely with the Bursar and Finance Team on matters relating to student accounts, payment arrangements and outstanding balances.



	Management accounts and financial reporting

· Prepare monthly management accounts for review by the Bursar, including clear analysis of significant movements in income and expenditure.

· Prepare and maintain cash-flow forecasts, highlighting expected receipts, planned payments and any material matters requiring attention.

· Produce accurate financial analysis, reconciliations and ad hoc reports as requested by the Bursar, Headmaster or Partners.

· Provide timely, clear and reliable financial information to support the effective financial management of the School.

· Assist the Bursar in preparing financial information, schedules and reports for Partners, auditors and other professional advisers.

· Liaise regularly with the Bursar and, where required, the Headmaster on financial matters.

Statutory compliance, VAT and Payroll
· Prepare and submit VAT returns accurately and by the required deadlines, applying the relevant VAT treatment and requirements for a school environment.

· Prepare P11Ds and other statutory returns and reports, where applicable.

· Ensure that VAT liabilities and other statutory payments within the remit of the role are made by the required deadlines.
· Support the Bursar with the monthly in-house payroll process, ensuring that payroll information is complete, accurate and available within agreed timescales.

· Support the administration of PAYE, National Insurance, pensions and other payroll-related deductions and payments, as required.
· Keep up to date with relevant changes in VAT, tax, payroll, pension and financial compliance requirements.

Trips, outings and School activities

· Work with colleagues to administer the financial arrangements for residential trips, outings and other School activities.

· Process payments for travel, tickets, accommodation, coaches and associated expenditure.

· Support staff leading trips with financial procedures, payment information and cash requirements.

· Ensure that trip-related income and expenditure are accurately recorded and appropriately authorised.

· Liaise, as required, with the School’s accountant, auditors, bankers and other professional advisers.

· Prepare schedules, reconciliations and supporting documentation for the annual audit and year-end accounts process.

· Support the implementation of recommendations arising from audits, financial reviews and management letters.
Teamwork and general responsibilities

· Work collaboratively with all members of the Finance Team to provide an efficient, accurate and responsive financial service to the School.

· Share knowledge and maintain clear, accessible records to support continuity across all key finance processes.

· Provide cover for colleagues during holidays, sickness absence and periods of high workload, including undertaking duties normally carried out by other members of the Finance Team where appropriate.

· Work flexibly and constructively with colleagues, recognising that duties may be shared across the Finance Team and may change in response to the School’s needs.

· Provide cover for Reception, including on a rota basis, when required.

· Handle confidential financial, staff and student information with discretion at all times.

· Comply with the School’s policies and procedures, including those relating to safeguarding, data protection, health and safety, equality and professional conduct.

· Undertake any other reasonable duties, as determined by the Bursar, Headmaster or a Deputy Head.

Reporting to:  Bursar
Contract: Permanent, full-time, full-year

Hours: Normally 8.30am to 5.00pm, Monday to Friday. Flexibility will be required on occasion outside normal working hours.

Holiday entitlement: 30 days’ annual leave, including bank holidays falling outside term time.
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Hurtwood House


	Person Specification – Finance Manager
The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.



	The successful candidate will have a strong track record of working in a finance, accounts or accounting environment. They will combine technical competence with excellent organisation, sound judgement and a professional approach to dealing with parents, colleagues, suppliers and external advisers.

Previous experience within an independent school or educational setting would be advantageous, but is not essential. A genuine interest in education and a desire to support the ethos and aims of Hurtwood House are essential.

Criteria

Essential

Desirable

Qualifications

Educated to degree level, or able to demonstrate equivalent relevant professional experience. GCSEs, or equivalent qualifications, including English and Maths at grade 4/C or above. Relevant finance, accounting, payroll or bookkeeping qualification, or substantial equivalent experience.

AAT Level 4 or equivalent. Part-qualified or fully qualified ACCA, CIMA, ACA, CIPFA or equivalent professional qualification.

Finance experience

Significant experience of working in a finance, accounts or bookkeeping role. Experience of maintaining accurate accounting records, invoicing, supplier payments, BACS payments, bank reconciliations and financial administration.

Experience of working in an independent school, education, charity or similarly complex organisation.

VAT and statutory compliance

Practical experience of preparing and submitting VAT returns. Sound understanding of VAT requirements and treatment within a school environment. Understanding of statutory deadlines and accurate financial compliance processes.

Experience of preparing P11Ds, supporting audit work and year-end accounts processes.

Financial reporting

Experience of preparing monthly management accounts, cash-flow forecasts, reconciliations, financial analysis and ad hoc financial reports. Ability to interpret financial information accurately and present it clearly to non-finance colleagues.

Experience of preparing financial information for senior leadership, Partners, auditors or other professional advisers.

Student accounts and credit control

Experience of sales ledger management, invoicing, debtor management or credit control. Ability to deal professionally and sensitively with account queries.

Experience of school fee billing, student deposits, bursaries, scholarships or student accounts.

Payroll and pensions

Willingness and ability to support the Bursar with the in-house payroll process, including checking payroll information and maintaining accurate records.

Experience of in-house payroll processing, PAYE, National Insurance, pensions and payroll reconciliations.

IT and systems

Strong IT skills, including Microsoft Excel, Word and email. Confidence in using finance systems and the ability to learn new systems quickly.

Experience of Xero, Bankline, school management systems or payroll software.

Criteria

Essential
Desirable
Organisation and accuracy

Excellent numeracy, attention to detail and accuracy. Ability to manage competing demands, prioritise workload and meet deadlines consistently.

Experience of reviewing and improving financial processes, controls or reporting systems.

Communication and relationships

Excellent written and verbal communication skills. Ability to establish and maintain effective professional relationships with parents, colleagues, suppliers, auditors and advisers.

Experience of dealing directly with parents or customers regarding accounts and payment queries.

Teamworking and flexibility
Proven ability to work collaboratively as part of a busy finance or administrative team. Willingness to share knowledge, learn a range of finance processes and provide cover for colleagues when required. Flexible, helpful and solution-focused approach.

Experience of working in a small finance team, school office or similarly collaborative environment.

Personal qualities
Integrity, discretion and a strong commitment to confidentiality. Ability to remain calm, reliable and accurate under pressure. A positive manner and a good sense of humour.
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