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	Job Description: 

Director of Finance & Operations
Scale:  £60-70,000 per annum
Hours of work: 36 hrs per week; full-time (52 weeks)


                    


Updated: 08/04/2016


	POSTHOLDER REPORTS TO:
Headteacher 
PURPOSE OF ROLE:
· The Director of Finance & Operations is the school’s leading support staff professional and works as a member of the school’s Senior Leadership Team to assist the Head teacher in his/her duty to ensure that the school meets its educational aims.
· The Director of Finance & Operations is responsible for managing all services within the school that support learning, so that the Head teacher, other members of the leadership team and teaching staff can concentrate on and facilitate teaching and learning in a safe, secure, well-supported and clean learning environment.
· The Director of Finance & Operations plays a vital role in maintaining a network between the 3 constituent Academies within the wider Multi Academy Trust (MAT); consolidating the group’s financial position and furthermore ensuring economies of scale and enterprise are shared wherever possible.
· The Director of Finance & Operations promotes the highest standards of business ethos within the administrative function of the school and strategically ensures the most effective use of resources in support of the school’s learning objectives.

· The Director of Finance & Operations is responsible for the strategic leadership of Financial Resource Management/ Administration Management/Management Information and administrative ICT/Human Resource Management/Facility and Property Management/Health & Safety Management and Sustainability Management of the school.

· Liaison and working with the relevant outside agencies to ensure full accountability for the school business management to the Head teacher, SLT, the Governing Body, OfSTED and other external agencies as required.

· To lead, operate, maintain and develop the financial procedures and systems of the school in co-operation with the Strategic Leadership Team (SLT) and Governors, ensuring that legal and safety requirements with regard to people and functions of the school are maintained.

· To be the lead liaison person for all service level agreements or contracts at the school with all external organisations.
IMPORTANT FUNCTIONAL RELATIONSHIPS:

· Head Teacher of Sarah Bonnell School

· MAT Headteachers and External Stakeholders





· Senior Leadership Team

· Education Funding Agency (EFA)

· Local Authority


· Senior Finance/ Operations staff across other MAT Schools




· Governors 
· Teaching and Support Colleagues

· Contractors/Suppliers

LINE MANAGEMENT:

· Administration & HR Manager

· Learning Support Services Manager

· Student Services Manager

· Facilities Manager
· Finance Manager


KEY ACCOUNTABILITIES:
· Responsible for all areas managed to meet the reporting requirements and standards of Ofsted, the DfE, SFVS, EFA, Local Authority and the school’s Governing Body and with a wider scope; Trustees of the MAT.

· Responsible for facilities and property management, financial resources management and the maintenance of a balanced budget, the management of school contracts relating to the above, insurances, catering, cleaning, educational services and any other contract relevant to the post.

· Responsible for leading specific projects in relation to the School Improvement Plan.  Working with external providers and being responsible for project managing major financial purchases within the school on an annual basis.

· Responsibility for the implementation of Best Value principles.

· Responsible for providing advice and support to the Head teacher and other Senior Leadership members in relation to HR planning, financial planning and premises related issues.

· Be a vital channel of communication to the Head teacher, optimising the flow of information.

· Support the Head teacher and other SLT members in creating a culture of learning, achievement and success by personal example, leadership, demonstrating willingness, strategic thinking and evaluation to promote the school’s aims.

· Be the designated H&S Officer.
· Be responsible for leading HR, Financial and Premises initiatives in relation to whole school planning, policy making and the management of change.

· Actively develop links with relevant external organisations.

· Be committed to equality of opportunity.

· Take responsibility for own professional development.

KEY TASKS:
Leadership/Strategy:

· Ensure that the school makes best use of resources through effective strategic planning, including consideration of all financial implications.

· Take line management and training responsibility for the Finance Manager, the Facilities Manager, the Administration Manager, the Learning Support Services Manager and the Student Services Manager, ensuring that they perform their duties to the highest possible standard.  Prepare their work schedules and monitor their work.  Be responsible for their performance management reviews.

· Attend SLT, full Governing Body and Governing Body sub-committees as required; Preparing and presenting reports for the Finance & Personnel Committee.
· Negotiate and influence strategic decision making within the school’s Senior Leadership Team.

· Plan and manage change effectively in line with the School Development Plan (SDP).

· Ensure that the Head teacher, Senior Leadership Team and the Governing Body are informed of and updated on relevant legislation affecting business, finance and personnel matters.

· Support all Curriculum Leaders in budget setting, budget bids and costing activities and in the development of budge profiles.

· Oversee Human Resources and Personnel matters ensuring the effective deployment of all support staff to meet the current and future needs of the school.

· Chair meetings of the team of Managers on a monthly basis with the PA to the HT.

· Lead and monitor the quality and progress of work across whole-school teams.

Financial Resource Management:
· Work with the Finance Manager to complete monthly, periodical and annual statutory and management reports for Sarah Bonnell School

· Consolidation of Accounts of the 3 Academies across the MAT

· Presenting Termly and Annual reports to the Board of Trustees for both Sarah Bonnell School and the MAT 
· Evaluate information and consult with the Head teacher, SLT and Governors to prepare a realistic and balanced budget for school activity.

· Submit the proposed budget to the Head teacher and Governors for approval and assist the overall financial planning process; discuss, negotiate and agree the final budget.

· Use the agreed budget to monitor and control performance to achieve value for money.

· Manage and review detailed monthly accounts for Governors and the Headteacher according to the agreed schedule, reporting immediately any exceptional problems.

· Propose revisions to the budget, if necessary, in response to significant or unforeseen developments.

· Provide on-going budgetary information to DfE, EFA, school’s Governing Body and Senior Leadership Team.

· Liaise effectively with the EFA in the management of the academy’s General Annual Grant.

· Identify and secure grants that are available to the school from a variety of sources to supplement the main school budget allocation.

· Responsible for ensuring Schools Financial Value Standards are met, working with auditors and supporting the Governors in their strategic role to deliver SFVS to DfE requirements.

· Prepare and present fully costed proposals, recommendations or bids, ensuring they are sustainable – for example, through five-year budgets.
· Oversee the school’s accounting function, ensuring efficient operation according to agreed procedures and maintain those procedures by conducting at least an annual review.

· Responsible for managing cash taken in school, banking and monthly reconciliation of bank statements for both the school’s main account and private account.

· Manage all necessary documentation for auditors or other external control agencies.

· Maintain and update the procedures manual, financial regulations and delegation of authority schedules at least annually.

· Negotiate and manage annual Service Level Agreements with external contractors/suppliers/agencies/Local Authority/ EFA.

· Contribute to the development of a long term business plan (including a long term financial strategy) for the future development of the school. 

Administration Management:

· Oversee the whole school administrative function through the line management of the Administration Manager to ensure the team works effectively and follows best value principles. 

· Meet with the Administration and HR Manager on a weekly basis to discuss issues for the oncoming week(s). 

· Design and maintain administrative systems that deliver outcomes based on the school’s aims.

· Avoid duplication in administrative procedures by ensuring systems are streamlined to maximum efficiency and effectiveness.

· Manage systems and processes to link and interact across the school.

· Ensure that the timely preparation of information for school publications and returns for external agencies and stakeholders in line with statutory requirements.

· Create and maintain a whole school asset register, ensuring assets are recorded, renewed and disposed of in a timely manner.

· Manage reprographics leasing and maintenance contracts.

Management Information and ICT Systems:

· Manage the school’s administrative and financial computer network systems; the implementation of appropriate management information systems; and the full computerisation of the administration accounting and record system, including desktop publishing.

· Ensure Data Protection registration is in place and that DPA regulations are adhered to.

Human Resource Management:

· Ensure that all recruitment, appraisal, staff development, grievance, disciplinary and redundancy policies and procedures comply with legal requirements.

· Ensure segregation of duties regarding payroll processes and its reconciliation, providing cover for sickness and leave and that all HR processes are efficient and that safeguarding procedures are always followed.

· Oversee the efficient management of the payroll services for all school staff.

· Create and implement a performance management policy for non-classroom based support staff.

· Provide advice, with the HR Officer, to the Head teacher and Governors on assessment of salaries, sickness and maternity procedures, redundancy and other matters of dismissal.  

· To lead on all Workforce Reform issues.

· Identify types of skills, knowledge, understanding and experience required to undertake existing and future planned activities.

Premises Management:

· Oversee the:

· creation and implementation of an annual action plan for premises management.

· the maintenance of the school site, including the purchase and repair of all furniture and fittings through the Facilities Manager. 

· the continuing availability of utilities, site services and equipment.

· Ensure a safe environment for all school stakeholders.

· Ensure the safe maintenance and security operation of whole school premises.

· Negotiate, manage and monitor contracts, tenders and agreements for the provision of services for site and grounds maintenance.  

· Raise and monitor, in conjunction with the Governors’ Finance and Personnel Committee, all annual planned maintenance and safety check contracts.

· Oversee the letting of the school premises to outside organisations.

· Ensure relevant insurances are in place.

· Maintain the schools asset register ensuring appropriate management of resources including planning for replacement and renewal.

· Oversee and support the work of the Facilities Manager in ensuring fire safety is assured through the process of risk assessment, current emergency procedures and policies and the installation and maintenance of equipment for protection against, and escape from, fire.  
· Devise an immediate and long term development plan and maintenance schedule with the SLT for premises upkeep, new developments and refurbishment.
· Overall responsibility for any capital building works.

Risk Management

· Manage the whole school risk register.

· Manage all aspects of school business management in a sustainable and eco-friendly manner.

Health & Safety:
· To be the schools’ designated Health & Safety Officer, leading on all health and safety issues within the school, developing policy and procedures and ensuring that health and safety is prioritised and informs the school’s strategy, planning and decision making.

· Review and maintain the school’s Health & Safety Policy.

· Undertake an annual internal H&S audit and provide H&S audit information to Local Authority when required.

· In line with HSE and Local Authority regulations, ensure the Health & Safety of the building complies with guidelines.

· Ensure H&S induction process is delivered to new staff and all staff are aware of H&S requirements and evacuation procedures.

· Ensure the completion and monitoring of the Test & Compliance checklist termly and its return to Local Authority

· To monitor contractor’s reports.

· Ensure Asbestos Register is in place and available to all contractors.

· Generate a yearly plan and prepare and oversee the updating of risk assessments, policies and statutory checks.

Safeguarding:

· Be aware and advise of the current legal requirements, national policies and guidance on the safeguarding of students.

· Oversee the Single Record and the implementation of DBS checks for all relevant adults.

Sustainability:

· Lead on all sustainability issues in school, establishing a sustainability policy in conjunction with the Governing Body.

· To establish and work with a “sustainability” committee to ensure compliance with the National Framework for Sustainable Schools.

Marketing and Liaison:
· Market the school to external interest groups, and work with consultants and others to attract and secure additional resources for the benefit of the school, e.g. bids to attract additional funds.

· Be responsible for devising marketing and promotion strategies for the school and oversee the marketing of school include newsletter, plasma screens, website and all other communication methods.

· Promote the school and its profile to a range of audiences.

· To build and establish firm relationships with local businesses for sources of income, joint projects and vocational experiences for the students at the school.
Additional requirements
· To work within the framework of the school ethos, adhering to the Code of Conduct at all times.
· In conjunction with the line manager, take responsibility for personal professional development, keeping up-to-date with research and developments related to school efficiency, which may lead to improvements in the day-to-day running of the School.

· To maintain high standards of professional behaviour and presentation
· To undertake any other duties commensurate with this grade, which may be required.
This job description will be reviewed annually.

EQUALITY AND DIVERSITY

We are committed to and champion equality and diversity in all aspects of employment within the London Borough of Newham.  All employees are expected to understand and promote equality and diversity in the course of their work.

SAFEGUARDING CHILDREN

This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment and uphold all relevant procedures.
	I have read the Job Description and agree to all the terms and conditions set out.  I also agree to comply with all School Policies, Child Protection and Health and Safety regulations.  I understand that this Job Description is not an exhaustive list and I agree, when required, to undertake any reasonable request made by the Leadership Team.



	Name:


	Signature:

	Date:
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