THOMAS ADAMS SCHOOL

Title of Post
:
Finance Manager 

Contract:

37 hours per week, fixed term to end of March 2011
Salary:

By negotiation
Description of Post
 
Roles & Responsibilities

The Business Manager is an integral member of the Senior Management Team.  His role is to work with the Governors, the Headteacher and other members of the Senior Management Team to ensure that the aims, purposes and policies of the School and its drive towards continuous improvement are facilitated through the exercise of professional commercial acumen and the efficient management of finance and resources.

Finance

· to work with Governors and the Headteacher in formulating the school budget

· to administer the budget of the School in accordance with the policies and priorities defined by the Governing Body and the Headteacher and to embody this within an annually produced business plan

· to ensure that the budget is monitored and controlled accurately, including liaison with those bankers and external auditors who supply financial services to the school

· to manage the day to day operation of the school finances and cash flow and the development of systems and procedures to enhance the quality of the service provided

· to ensure the efficient and timely collection of cash and ensure all school sales are invoiced and monies received, including Music tuition
· monitoring departmental spending and the control of capital expenditure including DFC monies

· ensuring that the Financial Management Standard in Schools evidence file is kept up to date at all times in preparation for inclusion in the financial audit

· to oversee the maintenance of the computerised and manual accounting systems, including SIMS, SAMIS, School Fund and Trip Account and to reconcile all the necessary control accounts

· to administer the School Fund

· to assist in the financial planning for bids for additional funding and to ensure that such grants and funds are used for their designated purpose

· to manage the financial programs of the SIMS system

· to perform, under the direction of the Headteacher, personnel functions for all teaching and non-teaching staff with regard to contracts, rates of pay and conditions of service

· to advise members of staff on pay-related issues and to deal with enquiries regarding pensions, tax, National Insurance etc

· to ensure registration and compliance of the school budget and manual and computerised accounting systems under the Financial Management System in Schools standards

Premises

· to ensure all contingent liabilities have been assessed and insurances in place

· to manage the maintenance and repair of the buildings and their furnishings

· to manage on a daily basis the school’s caretaking staff (who are directly employed by the School)

Governors
· the Finance Manager will act as clerk to Finance & Personnel, Premises, Media Arts and Boarding House.  Reporting to governors on all matters of finance, premises, health and safety and Policy.
Contracts

· to administer contracts for the leasing and maintenance of equipment (such as photocopiers, computers and audio-visual equipment)

· to work with the Headteacher to ensure that the principles of best practice are applied

Transport

· to be responsible for the provision and use of the school minibus, including staff training, finance, maintenance and replacement

· to be responsible for all arrangements relating to school ‘buses including liaison with ‘bus companies, payments by parents, the financial accounts relating to school ‘buses

External Liaison

· to manage business-education links by acting as the business-link manager

· to administer Joint Use arrangements of the School accommodation and staffing provision in conjunction with the Local Authority, and to attend Joint Use meetings as the school representative

· to advise the School on all financial, premises and contractual issues that arise in its dealings with the Trustees of the Adams House Foundation

· to liaise with external agencies on the feasibility of development of opportunities, accommodation or otherwise, which relates to the School’s Media Arts College Status and Applied Learning Second Specialism

Boarding House

· advising staff on existing Local Authority terms and conditions of employment

· the ongoing monthly review of payroll matters, associated paperwork in compiling data for payroll

· liaising with external agencies to ensure correct payment procedures are followed

· advising employees on PAYE and NI related matters, resolving issues for temporary employees direct with local tax office

· ensuring the sensitive and confidential nature of pay related issues is processed in a professional manner

· ensuring the new delegated budget complies with Local Authority structure

· recommending detailed budget proposals, presenting them to committee and ultimately to Governing Body

· attending committee meetings

· overseeing all inputs into budget and supervising accounting staff accordingly

· weekly review of boarding fees and disbursements balances – offering recommendation of action

· liaising with senior Local Authority managers regarding aspects of treatment of boarding fees

· recommending projects for repair and maintenance system

· liaising with senior property manager on implementation on project work and overseeing general progress

· instructing on daily basis in-house caretaking team to carry out minor repairs balancing demands of existing school site work

· preparing submissions to Department for Education in respect of major refurbishment programme of capital works

· preparing programme of works to accommodate successful bid

· preparing programme of alternatives should bid be not successful

· overseeing caretaking programme, with regard  to general site issues

· put in place grounds maintenance programme following withdrawal of services of staff

· assisting Head of Boarding on issues relating to Inspection, offering information and support on preparation of documentation

· offering Head of Boarding professional support and advice in relation to finance and property and personnel related issues

Personnel

· having an overview on the advertising of all vacancies ensuring that the information required for the post is prepared by Heads of Department or line managers

· ensuring that all contracts are kept up to date, forwarding contract amendment forms to personnel services when necessary and leavers forms when a member of staff has resigned

· checking the LA establishment list termly and notifying personnel services of any errors

· ensuring that staff have been paid correctly and on time

· speaking to personnel services or payroll when staff have pay queries

· checking and authorising all monthly returns for pay and absence using ResourceLink 

· provide leadership and guidance to all support staff, including direct line management responsibilities where appropriate

· professional development and training of all support staff

· ensuring that all support staff receive an annual performance review

· ensuring that the Governors adopt the support staff performance review policy on an annual basis

· ensuring that the Central Record is up to date and complies with Ofsted guidance

· marketing the school, working closely with the Headteacher
