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The purpose of the Job Description and Person Specification is to provide information about the role and the skills a successful candidate must have. Note for recruiting managers: If you are recruiting for an existing post, reuse the Job Description and Person Specification that already exists for the job.
	JOB DETAILS

	Job title:
	Finance Manager

	Directorate:
	The Garden School 

	Reporting to:
	School Business Manager

	Grade:
	£35,000  

	
	This is an all year round post

	Job Description


	Purpose of the post:
· To manage, operate and maintain financial systems to facilitate effective financial transactions, management and control.
· To undertake operational financial income and expenditure transactional functions. 
· To undertake financial monitoring & analysis and produce regular financial control and forecast reports and management accounts.

Main duties and responsibilities:

· Maintain the school's financial and accountancy systems; processing and securing  

            payments of income and invoices and securing purchase orders.
· Assist the Business Manager in preparing the annual budget and three year forecasts.

· Prepare financial accounts. 

· Ensure timely production and issue of financial analysis reports.

· Ensure timely production and issue of financial reports and returns as required by the LEA.

· Be responsible for the school's accounting and reconciliation procedures, including arrangement of and controlling petty cash.

· Be responsible for the receipt, safekeeping, banking and reconciliation of all cash received by the school.

· Act as systems manager for the financial systems /network.  

· Manage income from premises lettings to outside bodies.

· This is a description of the main duties and responsibilities framework. This may change over time as requirements and circumstances change. The person in the post may also have to carry out other duties as may be necessary from time to time.



	Job title:
	Finance Manager

	PERSON SPECIFICATION
	Essential
	Desirable

	Qualifications
	
	

	1. 
	Relevant accounting or finance qualification. (e.g. AAT)
	(
	

	
	
	
	


	Experience
	
	

	2. 
	Experience of Schools finance
	(
	

	3. 
	Experience of monitoring budgets and producing financial analysis reports.
	(
	

	4. 
	Experience of school finance systems (FMS)
	(
	


	Knowledge
	
	

	5. 
	A sound knowledge of financial management and accounting procedures and analysis and reporting techniques.


	(
	

	6. 
	Up to date knowledge of Schools finance.
	(
	

	7. 
	Well-developed IT expertise, including spreadsheets and a good working knowledge of local authority computerised financial systems.
	(
	


	Skills
	
	

	8. 
	Ability to work with high productivity to agreed targets and meet recurring deadlines.


	(
	

	9. 
	Ability to communicate effectively with persons at all levels.


	(
	

	10. 
	Ability to organise own tasks with minimum supervision.


	(
	

	11. 
	Able to detect trend lines and apply proactive analysis/reports


	(
	

	12. 
	Scrupulous attention to financial detail but with a management mind-set
	(
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