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Post: Finance Manager with Health & Safety Responsibilities
 	

Responsible to: HTLA + TAs
Headteacher
Class Teachers
Lead Teacher

Sendco

Governors



Finance Manager

Admin Team & Caretaker




Duties 
To provide financial planning, systems, monitoring and control and administration support to meet the needs of the school.
To oversee site safety, act as emergency first-aider at work.
To act as Data Protection officer for GDPR

Responsibilities 
· Support the Head Teacher in preparing, managing & monitoring the annually allocated budget 
· Ensure that the school’s financial policies and procedures are consistent with the requirements of the Governors, HCC and auditors 
· Manage the day to day operation of finance 
· Prepare forecasts of income and expenditure and communicate timetable of financial and management accounts 
· Prepare regular, standard financial accounting reports for the Headteacher
· Keep records and analyse information relating to allocations, apportionment and absorption of overhead costs, income (sales) against the budgets 
· Process and account for goods and services supplied on credit 
· Calculate, check and authorise payments i.e. accounts, wage claims and travel claims and forward for payment 
· Collect, reconcile, and calculate all cash, receipts and payments and prepare cash for banking 
· Assist with the overview of the tendering exercise and make recommendations on which contractors to engage 
· Make purchasing recommendations and administer invoicing and payment arrangements for the ordering or hiring of goods and services in line with school policies 
· Advise on requisitioning procedures including guidance on best value suppliers and ensure cost effectiveness for the school in the provision of goods and services 
· Administer the unofficial funds and prepare year end accounts for auditing 
· Produce accounts for petty cash records and bank payments received 
· Ensure all qualifying grants are accessed with the correct paperwork
· Provide advice and support to budget holders on monitoring of budgets for which they are responsible 
· Liaise with other staff on financial and administrative aspects of their work 
· Attend meetings with Headteacher to discuss agenda items and preparation for each Governors’ Finance Committee. 
· Attend Finance Committee in advisory capacity, as required 
· Arrange for the appropriate maintenance or repair of schools equipment or tools. 
· Attend SLT meetings, as required, to advise on financial and administrative matters.

Customer Service 
· Provide hospitality as and when required 
· Answer the telephone, and receive visitors to the school and answer enquiries where required

Administration
· Record all staff absences and ensures claims for reimbursement are completed promptly
· Supply information for a specific purpose eg VAT record, identifying and accessing relevant data 
· Maintain and control the school’s inventory and carry out annual stock take 
· Process appropriate HR forms to generate staff pay and changes to terms and conditions
· Process all routine aspects of teaching and support staff appointments

ICT
· Hold overall responsibility of financial systems and databases, inputting and extracting data and producing statistical returns as required by HCC, School, Governors and the DfE. Set up and maintaining accurate personnel databases 
· Administer the staff salary database and ensure integrity of data 
· Produce spreadsheets as and when required

Staff Management
· Supervise, develop and appraise office staff for whom directly responsible 
· Assist with the appointment of new staff 
· Carry out the induction of new staff for whom directly responsible

Health & Safety Responsibilities 
Ensure site safety by:

· Maintaining an awareness of HCC and Departmental Health & Safety policies and procedures and apply them in the day-to-day job requirements
· Act as first point of contact & liaise with users of the site over their needs. 
· Act as Accident Investigator and direct staff to relevant forms when required
· Carrying out risk management tasks

Ensure safety of workers by:

· Acting as 1st aider at work
· Acting as Data Protection Officer and keeping GDPR up to date
· Being responsible for the training & completion of Health & Safety records including:
COSH Assessor; Asbestos; Hot Works; Legionella; Display Screen Assessor

Act as Fire Safety Co-ordinator by:

· Carrying  out monthly/ weekly/ quarterly checks on the fire system.
· Understand Fire Risk principles and carry out Fire Risk Assessment
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