BROCKHILL PARK PERFORMING ARTS COLLEGE - JOB DESCRIPTION

NAME:


JOB TITLE:

Finance Manager   
HOURS:


37 hours per week, 52 weeks per year
LINE MANAGER: 

Principal
MAIN PURPOSE OF THE JOB:

· To work as part of the Senior Leadership Team to assist the Principal in ensuring that the school meets its educational aims 

· Be central to budget negotiations, budgetary control and compliance

· Take a lead strategic role in the planning, development, design, organisation and monitoring of the finance, technology and premises functions within the School

· To establish commercial links with business that can generate educational benefits to students

· To research and make recommendations regarding the strategic development of the School as a whole

· This role requires the highest standards of professionalism at all times as well as high levels of literacy and numeracy
RESPONSIBILIITES AND DUTIES: 
Leadership & Strategy 
1. Attend College Leadership Team and appropriate Governing Body meetings 

2. Influence strategic decision making within the College Leadership Team 

3. Plan and manage change in accordance with the School development plan 

4. Collate information for publications and returns for the DfES, LEA and other agencies and stakeholders within statutory guidelines.  Ensure  accuracy and timeliness of submission
5. Ensure that the school makes the best possible use of resources through effective planning, including consideration of all financial implications.  Produce timely, sustainable reports

6. Forge links with the outside business world that generates positive interaction between the school and all stakeholders generation of educational benefit for students

7. Ensure that the school maximises income from all possible sources

Finance Resource Management 
1. Prepare a realistic and balanced budget for each academic year, working in consultation with the Principal and College Leadership Team
2. Actively monitor and control financial performance against the agreed budget and ensure that any significant variances are addressed 
3. Maintain a strategic financial plan that indicates the trends and requirements of the school development plan and helps to forecast future year budgets 
4. Ensure the effective implementation and operation of financial controls within the School
5. Keep appropriate financial records and comply with Retention Guidelines  
6. Assist and supervise other staff in the operation of the School’s financial systems
7. Ensure prompt and efficient completion of financial returns as required
9.   Act as the key contact for the internal and external auditors 
10.   Review and approve expenditure such as salary reports and payment runs 

11. Use benchmarking to measure and improve efficiency 
12. Maximise income through grants, lettings and other activities 
13. Present timely and fully costed proposals, recommendations or bids 

14. Ensure best value for procurement and contracts 
15. Complete the annual internal controls self-assessment 
17. Manage legal issues and insurance claims as required  

18. Track and analyse Pupil Premium expenditure and efficiency  
19. Manage and operate the payroll system with accuracy and efficiency 
Management Information Systems & ICT 
1. Work alongside the IT Manager to ensure resources, support and training are provided to enable work colleagues to make best use of technology 
2. Ensure the school has a strategy for using and replacing technology aligned to the overall vision and plans for the School  

3. Establish systems to monitor and report on the performance of technology within the School and implement improvements where needed 

4. Ensure data collection systems are streamlined to providing accurate and timely information to stakeholders 

5. Communicate relevant policies for use of technology including Data Protection (General Data Protection Regulations with effect from May 2018) 
6. Ensure that contingency plans are in place to protect the School and provide continuity of service in case of technology failure 

 
Site Management 
1.  Work alongside the College Leadership Team to leadership to the site team and ensure that all aspects of the School site, assets and facilities are well managed and maintained 

2. Ensure the School’s health & safety policy is clearly communicated and implemented and subject to review and assessment at regular intervals or as situations change 

3. Ensure an appropriate level of security consistent with the ethos of the School 

 
Flexibility 
· This job description is not intended to be all-inclusive and the successful candidate is expected to be flexible and proactive in meeting the needs of the School
This job description may be reviewed and amended at any time after consultation with you.  Please sign one copy of this job description and return it to the Principal and retain the other copy for your information.

Signed ............................................................................................................  Date .......................................................
  
Person Specification
	
	Essential 
	Desirable
	Evidence

	Qualification/Training
	Recognised management/business degree or equivalent related professional qualification
	School Business Manager specific qualification or MSC School Business Management
	Application

	
	Evidence of continued professional development
	Member of Institute of School Business Leadership
	Application

Interview

	Experience
	Several years’ experience working in a school or business environment at a management level
	
	Application

Interview

	
	Extensive budgeting/accountancy experience
	
	Application

Interview

Test

	Knowledge and Skills
	Excellent numeracy/literacy skills
	
	Test

	
	Full working knowledge of relevant polices/codes of practice/legislation
	
	Application

Interview

	
	Ability to interpret advice/statute and to devise policy/practice in the light of these
	
	Interview

Test

	
	Ability to manage a multi-disciplinary team effectively
	
	Application

Interview

	
	Ability to relate well to children and adults
	
	Application

Interview

	
	Ability to persuade, motivate, negotiate and influence
	
	Interview

	
	Ability to self-evaluate learning needs and actively seek learning opportunities
	
	Application

Interview

	
	Ability to priorities complex work and meet deadlines
	
	Application

Interview

	
	Ability to communicate clearly
	
	Application

Interview

	
	Ability to persuade through negotiation
	
	Interview

	
	Tenacity enabling even the most intractable of problems to be solved
	
	Application

Interview

	
	Tact and diplomacy


	
	Interview

	Integrity/Ethical Behaviour
	Consistently honest; trusted by colleagues, parents, students and manager

	
	Interview

	Cooperation/Teamwork


	Works harmoniously with others 
	
	Application

Interview

	
	Responds positively to instructions and procedures
	
	Interview

	
	When appropriate facilitates discussions before decision-making process is complete
	
	Application

Interview

	
	Treats all people with respect
	
	Application

	Judgement
	Makes sound decisions based on fact
	
	Application

Interview

	Efficiency and Effectiveness
	Produces and completes work in a timely manner
	
	Application

Interview

	
	Produces accurate, thorough, professional work
	
	Interview

Test

	
	Does work right the first time
	
	Interview

	
	Reduces Cost where possible
	
	Application

Interview

	
	Demonstrates strong direction to customer service (students/parents)
	
	Application

Interview


This post is subject to an enhanced DBS disclosure and the post holder must be committed to 
safeguarding the welfare of children

