KENT COUNTY COUNCIL
HAY JOB DESCRIPTION QUESTIONNAIRE

Job Title:
Finance Manager


Directorate: Children, Families & Education
Reports to:
Headteacher



Job Family: Business Effectiveness


Job Holder’s Name: 



Location: 
******* School
Post Number:




Date: 









Current Grade:  KS 9 (Indicative)
1. PURPOSE OF JOB

To be responsible for the provision of all financial information relating to each fund and the whole school budget for the school and personnel management, ensuring that all internal KCC regulations and legislative requirements are met.
2. DIMENSIONS

Budget:  
Monitors of budget of approx. £2-2.5m.
     Subordinates: 3 part time clerical/finance assistants
3. PRINCIPAL ACCOUNTABILITIES

· Maintain established financial procedures for all school monies, to ensure compliance with legal and national requirements and KCC audit procedures.

· Analyse the school budget to provide forecasts in order to report to the Governors and Headteacher and make recommendations for future trends.

· Monitor the budget for the current financial year and estimate outturn to ensure senior management is kept fully informed of spending trends.

· Implement the budget set by the Governing Body to ensure that spending is in accordance with school policies.

· Maintain all administrative records and the School Information Management System to ensure current and up to date information on staff, students and budgets is accessible and accurate.  

· Provide all payroll and personnel documentation and liaise with staff, personnel and payroll to resolve pay queries and ensure that all staff are paid correctly.
· Advise the Governing Body and Headteacher of Personnel procedures to be followed in line with KCC Policy and employment legislation.  Deal with all staff recruitment in liaison with the Headteacher ensuring that fair and legal recruitment policies are in place.

· Maintain records of staff absences and liaise with Headteacher, personnel and payroll to ensure that Absence Management and Attendance policies are adhered to. 

· Manage the performance of the administrative team ensuring that a positive system of performance management, target setting and appraisal is in place to inform TCP decisions and personnel development targets in order to maintain high levels of service delivery.

4. NECESSARY EXPERIENCE

· The postholder requires an extensive knowledge of complex financial procedures and regulations and would be qualified to CSBM and AAT(Technician)/CAT NVQ level 4 (or equivalent) and hold or be working towards a full professional Financial qualification (CCAB Accountant) and DSBM.

· Must have undertaken the Support Work in Schools Programme (VRQ 2).

· A high level of interpersonal and communication skills are necessary in order to discuss budgetary positions and advise Headteacher and various Governing Body Committees.  The postholder will need to interpret, apply and give advice on complex financial issues and the postholder must posses negotiating skills.  

· Detailed and authoritative knowledge and experience in financial procedures is essential, as is computer literacy, payroll and accountancy.

· The postholder must have previous, proven, management experience and supervisory skills.

· Must posses knowledge of school procedure/policies, KCC regulations and audit requirements, and Personnel policies.

· A flexible, efficient approach is required with the ability to resolves complex problems and work on own initiative to tight deadlines.
5. SCOPE FOR IMPACT

The school is managed as a stand alone business unit.  The post holder must develop and manage a computerised reporting system to provide monthly statements and an analysis of current spending, devise forecasting tools in order to predict likely income and outturn for at least 3 years to inform policy decisions, initiate regular meetings with Heads of Departments to enable them to be fully aware of their budget situation in order to avoid unnecessary overspends.

The post holder will analyse the school budget and prepare forecasts and budget plans which will impact on the School Development Plan so that efficiency savings identified can be translated into action for school improvement, therefore meeting OFSTED requirements.

The post holder is responsible for all personnel documentation, policies and procedures (including recruitment) and advises the Headteacher/Governing Body on personnel issues with support from the school’s personnel provider.

6. JOB CONTEXT

The post holder will be required to resolve more complex problems from within a range of known solutions and by the use of extensive and authoritative knowledge and experience.

The post holder will have a high degree of freedom to spend within agreed limits and will have a monitoring role although the ultimate responsibility for managing the budget rests with the Headteacher.

The post holder will be expected to have a full understanding of the policies and procedures and give advice which demonstrates an aware of the longer-term impact of the decisions being made.  The post holder will advice the school’s management team and will attend meetings which involve finance matters such as budget planning. 

The postholder will have contact with the Headteacher, Governors, Suppliers, LEA Officers, Tax and Audit officials.
The postholder will have full line management responsibility for 3/4 members of staff.

7. ORGANISATION (not Line Management responsibilities)

[image: image1]
8. CHANGE STATEMENT

As a result of the Government’s initiative “School Workforce Reform” and the National Agreement “Raising Standards – Tackling Workloads” new ways of employing support staff in schools are being sought.  The National Workload agreement suggests that schools should deploy more staff in extended roles and the role of the Finance Manager is one of these.
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Agreed By ……………………………….

Approved By ………………………………………..

                   Job Holder
                                                      
 Manager

Compiled By …………………………….

 Approved By ……………………………………..

                       Job Analyst
                                                
  Chief Officer / Nominee
Autumn 2006


