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Director of Finance and Support Services



Job Description


The post holder will be a member of the Senior Leadership Team, working closely with the Headteacher, other members of the SLT and Governors at a strategic as well as operational level. 

Drawing on the  6 Professional Disciplines detailed in the Institute of School Business Leadership (ISBL) Professional Standards document, the post holder’s core functions will be as follows:-


Overall Leadership of various Support Services
Lead, develop and co-ordinate various functions within support services (detailed below), to support our overall core aim of providing an outstanding, holistic Catholic education for students. 

Finance (all aspects)
Ensure the effective management, reporting and recording of all aspects of the school’s finances, including budget planning, monitoring, control and communication of financial information for decision-making.

Procurement (all aspects)
Procure goods and services on a value-for-money basis (economy, efficiency and effectiveness) to support education delivery, within the context of regulatory frameworks and legislation

Infrastructure (all aspects*) 
Ensure the fundamental facilities and services necessary for the school to function are maintained, to drive sustainability, support teaching and learning excellence, assist expansion and support community engagement
 * NB – Our PFI status means that this aspect of the role will be significantly less than in a non-PFI school

Human Resources (various aspects) 
Ensure HR regulatory and legal compliance (with support from our external HR provider) and have overall responsibility for supporting and developing administrative, finance and certain other support staff

Marketing (limited aspects)
Play a lead role in developing high quality communication systems which promote the school effectively and which encourage stakeholder engagement and support income generation (eg Teaching School trainee recruitment, publicity materials, website development, lettings, fund-raising strategy etc)    

We would expect the post-holder to operate, broadly, at Tier 3 and in many areas Tier 4 of the ISBL Professional Standards.  These are available at https://isbl.org.uk/Standards/assets/pdf


In addition to the areas noted above, the role will also involve Governance work and MAT development work, also outlined in the JD below.  







Finance

· Provide overall leadership and management of the school’s finances, advising the Headteacher and Governing Body on all financial matters, strategic and operational, relating to the school.

· Maintain and develop robust financial management processes and policies to ensure the smooth running of our day-to-day finances, in accordance with the school’s Finance Policy.

· Ensure that the school complies with all requirements of the Academies’ Financial Handbook and with all requirements of external bodies including the ESFA, Companies House, Charities Commission, HM Customs & Excise and Payroll and Pension providers.

· Have lead responsibility for preparing and monitoring 
· the annual school budget
· management accounts and detailed financial reports throughout the year 
· multi-year school budgets
· the modest teaching school budget and teaching school financial management system
· school ‘cost-centre’ budgets (e.g. subject department budgets)

· Liaise with external Auditors to ensure high quality ‘internal audits’ and production of audited Annual Accounts.

· Effectively maintain bank accounts, monitor cash flow and report on this throughout the year.

· Ensure payment of and checking of all salaries in liaison with the school’s payroll provider, including effective management of various salary sacrifice schemes.

· Prepare and maintain the School Risk Register including insurance policies.

· Monitor, in liaison with payroll provider, the pension schemes for teaching and non-teaching staff.

· Line management of Finance Officer.


Procurement

· Ensure that ‘Best Value’ principles are applied to all purchasing decisions and that all other services procured by the school provide value for money and follow correct tendering processes.

· Ensure that efficient and effective systems for ordering, invoicing and payment processing are maintained and developed.

· Monitor, maintain and review all non-PFI contracts/licences/insurances/SLAs, to ensure best value, following tendering processes as appropriate.

· Ensure benchmarking exercises are used effectively to support value for money and efficiency principles

· Be entrepreneurial in maximising income, in continually researching and advising on funding and grant and sponsorship opportunities.






Infrastructure

· Monitor the school’s main PFI contract (covering buildings, grounds maintenance, caretaking, cleaning etc), by liaising closely with the Facilities Management company and its school-based site staff, to ensure the smooth day-to-day running of the buildings/site. 

· Liaise with the LA contracts manager, as well as representatives from the PFI company, as the school’s senior representative in monthly liaison meetings.

· Ensure that the school and site meet all Health and Safety requirements, and ensure that an appropriate suite of policies and practices are in place in relation to Health and Safety, including Risk Assessment policies, Educational Visits policy, Fire Safety policy, Student medication policy etc.  

· Manage the school’s ICT Managed Service (provided by the LA) including close liaison with the service’s school based ICT technicians and LA based senior ICT staff.

· Contribute to the development and management of an ICT development strategy to ensure growth and maintenance of an appropriate ICT infrastructure and systems to meet and future proof the needs of the school, including hardware, software, software packages, website and internally produced promotional material.

· Oversee the preparation and management of all capital bids (e.g. CIF bids) and grant funding opportunities.

· Maintain the school’s asset register.


Human Resources

· To provide leadership and management, direction and guidance for our Finance and Administrative staff and certain other Support Staff post holders in the school.  

· Liaise with the relevant SLT lead to ensure effective administrative support is provided for various aspects of staffing – e.g. staff recruitment (and safer recruitment compliance), staff contracts, sickness absence management, support staff appraisal, liaison with the school’s HR provider and other staffing matters.

· Liaise with the relevant SLT lead to ensure effective administrative support is provided for various aspects of our Teaching School (e.g. recruitment of ITT trainees, oversight of school-to-school support contracts, DfE data returns, Teaching School audits etc)

· Ensure the school is fully compliant with all GDPR requirements, in collaboration with the school’s external GDPR adviser.

· Ensure the school maintains an appropriate suite of School Policies in line with DfE requirements for Academies, including robust safeguarding policies and procedures.

· Ensure various data returns are completed fully and on time (e.g. various DfE and Diocesan Censuses, surveys etc).

· Line Management of Finance Officer, key administrative and certain other key support staff.          
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· Ensure high quality publicity materials for the school (eg prospectuses, newsletters, teaching school publicity etc)

· Ensure website is DfE compliant and an effective communication tool for the school and stakeholders

· Ensure the school maximises lettings opportunities and has an effective fund-raising strategy


In addition to the functions listed above, the post holder will have significant involvement in governance and MAT development as follows:-

Governance/MAT development

· To support the Headteacher in preparing for Full Governing Body (FGB) termly meetings

· To take a lead role in organising and preparing for Governors’ Finance Committee meetings

· To support other sub-committees as required, including Admissions and Exclusions.

· To support the Headteacher and Governors in developing and implementing our strategy for MAT development, in line with the Diocesan plan.

Note: 
These duties are neither exclusive nor exhaustive and the post holder may be required to undertake other duties and responsibilities commensurate with the post, as reasonably assigned by the Headteacher or the Governing Body.
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