Benchmarked Jobs for Schools

Finance/Bursarial

Finance and Site Manager

JD014 April 2003

Job Description 

Job title: Finance and Site Manager 

Reports to: Headteacher 

Job holders name: 

Location:

Grade: KS8 (E):

1. Purpose of job

Purpose of Job:

To manage the school’s budget and site by implementing the school’s policy on financial and site matters and advising on future needs.

2. Dimensions

Dimensions:

1. Current year income and expenditure budgets relevant to the job and capital budget if appropriate.

· School Budget £2,000,000

· School Voluntary Fund £30,000

2. Numbers of directly subordinate staff with grade breakdown if large numbers apply.

· Office Manager + Head’s PA (KS6)

· Senior Caretaker KS4

3. Other relevant and readily available statistics or indicators about the scope of the job.

· School Roll 872. 

· Staff: Headteacher, 1 Deputy Headteacher, 53 Teachers, 3 Language Assistants, 2 Caretakers, 7 Clerical Assistants, 5 Technicians, 5 Lunchtime Supervisors.
Principal Accountabilities:

(a) Maintain established financial procedures for all school monies, to ensure correct accounting for all funds, to comply with KCC audit procedures;

(b) Analyse the school budget to provide forecasts in order to report to the Governors’ Finance & General Purposes Committee and make recommendations for future trends;

(c) Monitor the budget for the current financial year and estimated outturn to ensure senior management is kept fully informed of spending trends;

(d) Implement the budget set by the relevant Governors’ committee – mainly Premises and Finance & General Purposes – to ensure that spending is in accordance with school policies;

(e) Maintain all administrative records and the School Information System (SIMS) to ensure current and up to date information on staff, students and budgets is accessible and accurate;

(f) Maintain the high standard of the school premises, negotiate contracts which are tenant responsibility and liaise with the LEA in matters which are landlord responsibility, to ensure the school environment is used correctly, maintained to a high standard and complies with the Health & Safety requirements;

(g) Identify "best buys" for all equipment and supplies, to ensure all budgets are spent efficiently.

(h) Implement the school’s letting policy and negotiate best possible fees with hirers, in order to generate maximum income for the school and ensure that school security requirements are met.

4. Necessary experience

Necessary Experience:

• The postholder requires an extensive knowledge of complex financial procedures and regulations, this may have been gained through experience or through a professional accounting qualification.

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

• Detailed knowledge and experience in financial procedures is essential, as is computer literacy in Payroll, Accounting and Spreadsheets.

• A flexible, efficient approach to duties is required, with the ability to act on own initiative.

• Experience in a Senior Management role.

• Excellent negotiating skills.

• Knowledge of Local Authority Procedures.

• An understanding of the Local Management Scheme for Schools.
Scope for Impact:

 • Establish a computerised reporting system to provide monthly statements and an analysis of current spending;

• Devise a system of predicting the likely income and outturn for at least the next three years, to inform policy decisions;

• Introduce regular meetings with Head of Departments to enable them to be fully aware of their budget situation and avoiding unnecessary overspend.

6. Job context

Job Context:

• The postholder will have contact with Headteacher, Governors, KCC Property Services, Finance Departments, Contract Managers (Caretakers and Catering), Supplies, Local Building Contractors, Kent Music School and other external organisations who use the premises.

Organisation:
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This postholder is to advise the school’s management team and will attend meetings which involve financial matters, eg budget planning. It is not a post in which the holder will be involved in educational policy making.

8. Change statement

Change Statement:

This is a new post. The work is currently undertaken by a member of the teaching staff who is on half timetable. For maximum school efficiency the postholder needs to be available at all times and, therefore, should not have a teaching commitment.
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