
George Mitchell School
Finance Manager

Job Description 

Job Title:	Finance Manager
Reporting to:	Executive Headteacher
Grade:		PO3 – PO5 (£37,722 - £46,839) – Dependent on experience
Contract:	Permanent, full time (36 hours per week, 52 weeks per year)

General
The post holder will be responsible for all aspects of financial management across the school and work with the Executive Headteacher and the Senior Leadership Group to set up systems and processes that will support smooth running of both sites to support the vision and aims of the Executive Headteacher and the Governing Body.
Job Purpose
The post holder will be responsible to the Executive Headteacher of the school for the following:

1.  Financial Management
· Lead and manage the finance team.
· Analyse and advise on the financial implications of proposed improvements or purchases made by the school.
· Process all orders and invoices
· In conjunction with members of the senior team, and within guidelines agreed by the Governing Body, prepare and present for approval annual budgets and forecasts and cash flow projections
· Prepare and present monthly management accounts
· Investigate variances to budget and communicate these regularly and promptly to the Executive Headteacher and senior team so that appropriate actions can be taken
· Provide regular updates on the actual and projected financial position of the school with clear and meaningful commentary to aid senior leaders to make informed and cost effective decisions. To advise all staff and the governing body on these matters.
· Liaise with the local authority’s and the trust’s finance teams 
· Ensure that all information required by the trust’s central finance team is accurate and submitted on time eg quarterly monitoring returns and end of year outturn data
· Attend half-termly governing body Finance and Resources Committee meetings
· Prepare and present financial and other information to assist discussions about pay or other employment matters
· Liaise regularly with budget holders and support them in monitoring their expenditure
· Maintain financial records
· Ensure the school’s accounting system is kept secure, accurate and up-to-date
· Prepare statutory accounts
· Manage the administration of incoming and outgoing finances
· Identify opportunities for income generation and liaise as necessary with senior staff
· Write and regularly update policies relevant to finance and procurement
· Attend senior leadership meetings as required
2.  Investments
· Plan and manage cash flow and investment activity including the procurement of goods and services
3.  Legal and other matters
· Keep informed of current of legislation and best practice in financial and procurement matters and advise the Headteacher, Senior Team and Governing Body on appropriate changes in policy and practice in these areas.
4. HR – Admin
· Oversee the work of and line manage the Human Resources Manager to ensure that records are well maintained and kept up-to-date
·  Advise, liaise with and have oversight of contracts, payroll and recruitment matters
· Oversee the appraisal of all non-teaching staff and the setting performance management targets

5. Other

· Undertake duties commensurate with the role under the instruction of the Executive Headteacher and the Governing Body of the school
· Contribute to the overall ethos/work/aims of the school

Post holder’s signature: ……………………………………………………………………………………………..
Headteacher’s signature: ………………………………………………………………………………………….. 

Date of issue: February 2021
