Job Description – Finance Manager
Name:

Grade:
 

3a  £24,799 - £26,999  pro rata
Responsible to:
Headteacher

Responsible for:
Non-teaching Support Staff
Hours of duty:
25 per week, term time only

Duties and Responsibilities

1 Have responsibility with the School Office Manager for managing the SIMS system in school and for the introduction and development of new administrative systems.

2 Act as a link between school and the LA Accountant in the management of the school’s delegated budget.  Manage School Fund income and expenditure.
3 To manage all school accounting procedures in line with financial regulations. 
4 Administer the budget and keep the governors and headteacher apprised of balances.
5 Manage purchase card transactions and finances.
6 To ensure that VAT analysis forms are completed in accordance with the City Treasuries deadlines and specifications.

7 Prepare reports for monitoring, forecasting and controlling income and expenditure.

8 Be responsible for and bank monies relating to all official school income.

9 Liaise with SMT and place all orders for goods required.  Monitor spending and keep staff and Headteacher informed.  Process and pay invoices.
10 Liaise with outside agencies and contractors for procurement of goods and services
11 Be responsible for milk returns to LA and ordering milk including liaising with dairy and collecting money as required.

12 Have overall responsibility for managing the Parent Pay System.

13 Assist School Office Manager in day to day running of school office eg answering telephone, dealing with visitors etc

14 Have responsibility for ensuring the maintenance of pupils’ attendance details using SIMS computer system.  Prepare records of attendance for each class for termly and yearly DfE returns.  Liaise with Family Liaison Officer and Education Welfare Officer.

15 Liaise with other schools and School Office Manager regarding Unique Pupil Reference Numbers, Common Transfer Forms and other pupil records.

16 Complete statutory forms for LA, Diocese and DFE.
17 Liaise with contractors, suppliers and the Site Officer to secure best value deals for the school, including liaising with LA Energy Audit dept.
18 Manage the dinner money module in SIMs and liaise with Citywide staff in the provision of paid, free and universal school meals and maintain dinner registers and pupil lunch ordering systems
19 Ensure the parent communication system is updated and maintained

20 Ensure that access to the building is secure by managing the school entry system and checking visitor id and DBS
21 Be responsible for ensuring that the school minibuses are taxed, insured, fueled and in good working order.  
22 Be responsible for the order and purchase of After School and Breakfast Club goods and manage the clubs’ accounts
Review Arrangements

The details outlined in this job description, particularly the principal responsibilities, reflect the content of the job at the date the job description was prepared.  It should be remembered, however, that it is inevitable that over time the nature of individual jobs will change, existing duties may be lost and other duties gained without changing the general character of the duties or the level of responsibility entailed.  Consequently the Governors will expect to revise this job description annually and will consult the Postholder at the appropriate time.

Signed ______________________________

Date ________________________________

November 2017
