
 

 

 

Finance Manager 

JOB DESCRIPTION 

Post:  Finance Manager 
Reporting to:  Head Teacher  
 

SALARY 

SO1: Point 29-31 

£25,951 - £27,668 year round contract  

KEY PURPOSE 

To contribute to the planning, development and monitoring of support services within school and to 

be responsible for the provision of an efficient/effective school administrative support service 

including supervision and deployment of support staff. To provide specialist financial support and 

advice to the senior management team and governors.  

PRINCIPAL DUTIES and RESPONSIBILITIES 

1. To work with the Trust, the Headteacher, members of the senior management team and other 

outside support providers in planning and setting the annual budget. Ensuring compliance by 

monitoring expenditure, producing and presenting monthly statements, preparing financial 

accounts, checking income and virement to appropriate codes on the financial management 

system. 

2. Work with and provide support as required for the LEAD Academy Trust.  

3. To use PSF finance system to ensure the accurate recording of data relating to the ordering, 

scheduling, receipting and payment of goods and services, ensuring financial deadlines are met.  

4. To undertake monthly reconciliation of the school accounting system to include the detection 

and correction of errors and the production of required reports. 

5. To ensure school systems are consistent with set financial management standards. Report to the 

Trust on compliance. Ensure all systems are available for termly and annual audit checks.  

6. To ensure the effective operation, implementation and development of new and revised 

financial/accounting procedures and systems in accordance with statutory guidelines, financial 

regulations, school and education department policy and practice.  

7. Responsibility for school inventory including cataloguing, preparing, issuing and maintaining 

equipment in accordance with the risk register.  

8. Ensure the Trust receives value for money.  



 

 

9. Maintain the Trust’s data protection, anti-discriminatory law and health & safety policies and 

ensure that all required procedures, including DDA requirements are in place and observed.  

10. Ensure compliance with policies concerning the buying and ordering of all Trust supplies and 

services, when process is completed by Office Administrator 

11. Manage contracts and work with the designated LEAD procurement officer to ensure efficiencies 

and contracts entered into for the supply of services to the Trust.  

12. To undertake administrative duties as required.  

MANAGEMENT OF SUPPORT SERVICES 

13. To manage the school administrative support function including, ICT facilities, school reception, 

reprographics, determining the recruitment, development and appropriate deployment of staff 

14. To design, develop and maintain effective administrative procedures and systems in line with 

the needs of the school. 

15. To oversee the maintenance of staff records, including staff absence, staff contracts and the 

financial spreadsheets; used for the completion of staff returns and reconciling queries 

16. To oversee the maintenance of personnel records on appropriate systems and the production of 

statutory returns and production of reports. 

17. To oversee and/or produce the return of statistical information as required by the DFE. 

18. Assist with the marketing and promotion of the school.  

19. Management of facilities, including use of school premises 

20. Responsibility for administering the school’s admission procedures and accurately maintaining 

the pupil related information system with the Office Administrator. 

21. To input assessment data on pupil achievement as directed.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
Person Specification 
 

 
 

Essential Desirable MOA 

KNOWLEDGE/QUALIFICATIONS    

A Levels, qualification for an accountancy qualification  or 
equivalent qualification or experience in relevant discipline 

  A/I 

A knowledge of Best Value and financial regulations   I 

    

EXPERIENCE    

Experience of using PS Financials   A/I 

Experience of using computerised finance systems    

Experience of using MS Excel/Word on a daily basis    A/I 

Recent and relevant experience of working in a finance-
related environment 

  A/I 

Experience of working in a school environment    A/I 

Experience of cash handling    A/I 

Experience of office administration   A/I 

Experience of line management    A/I 

    

SKILLS    

Motivation to work with children and young people    I/R 

Good numeracy/literacy skills    I/R 

Good ICT skills    I/R 

Good communication skills both written and oral   A 

Ability to communicate with stakeholders   I 

Good interpersonal skills with ability to communicate at all 
levels 

  A/I 

Ability to prioritise workload   A/I 

Ability to work under pressure and delegate    A/I 

Ability to seek advice where necessary   A/I 

Ability to file records accurately   A/I 

Ability to work confidentially   A/I 

    

BEHAVIOUR AND OTHER RELATED CHARACTERISTICS    

Commitment to self- and team-development    A/I 

Ability to work in ways that promote equality of opportunity, 
participation, diversity and responsibility  

  A/I 

A commitment to abide by and promote the Trust’s Equal 
Opportunities, Health & Safety, and Child Protection Policies  

  A/I 

The post-holder will require an enhanced DBS if successful   C 

 
Key: MOA=Method of Assessment, A=Application, I=Interview and assessment, R=Reference, 
C=Certificate 
 
 


