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Job Role

To be an active member of the school’s Senior Leadership Team (SLT) and to assist the Headteacher in their duty to ensure that the school meets its educational aims and Ofsted requirements.

To take the strategic lead in the effective and efficient development, provision and operation of financial, administrative and all other support services for the school, ensuring financial stability and growth.

To provide the Trustee Board, Headteacher and other members of the SLT with clear information, advice and recommendations regarding the strategic development of the school’s finances and support services as and when required.

To be responsible for the effective management and monitoring of the school's overall budget and related finance matters across the school.

To be the lead personnel and human resources advisor for the school.

To provide all necessary oversight and monitoring of external service providers.

To take the lead in terms of all external audit processes for finance and Health & Safety.
 



Main accountabilities/activities


Leadership & Management

· To attend Trustee Board meetings to discuss Finance/HR/H&S(Premises) and any specific confidential items, for example staff pay and HR issues.
· Attend and contribute to SLT and Trustees meetings, as and when required.
· Contribute to the School Improvement and Development Plan.
· Contribute to the school’s self-evaluation process.
· In conjunction with the Headteacher, produce a budget that reflects the needs of the school.
· Undertake forward planning in terms of student numbers, staffing etc.
· To be responsible for the overall management of the school premises.
· To line manage all administrative, finance staff and Site Manager.













Finance Management

· To be responsible for the implementation of the school’s financial systems and procedures, ensuring that they adhere to relevant legislation and financial regulations and revising as necessary.
· To have responsibility for the school’s financial development and sustainability and for the financial probity of it. 
· Advise the Headteacher and board of Trustees on all matters relating to financial strategy and operations.
· Provide monthly information to the Headteacher and board of Trustees to enable effective budgetary control and manage the budget process, from planning through to approval. 
· Take appropriate action to address financial risks, problems and irregularities.
· Manage the external audit procedures for the school and follow up on any recommendations resulting from audits.
· Establish and monitor effective procurement procedures to achieve financial efficiencies, including overseeing the tendering process.
· Oversee the school’s commercial contracts, ensuring they represent value for money.
· Manage the school’s tax and National Insurance arrangements, including ensuring that claims for VAT and business rates are submitted and refunds are received and appropriately accounted for
· To complete VAT returns, payments and adjustments.
· Support the income generation strategy for the school.
· Complete and submit financial returns as required by the Charities Commission and Companies House and maintain the school’s accounts in line with legislation.
· Prepare and submit the school’s financial returns and reports, including annual accounts and monthly management accounts and produce monthly bank reconciliations.
· To submit the annual Charities Accounts, using financial statements.
· Be responsible for the Trust’s financial management system, including managing user access, providing training, considering future system developments and generating reports.
· Ensure the effective delivery of payroll services for the school.
· Keeping abreast of local and national policy.
· To maintain and update the Asset Register.
· To develop existing and future ICT development plans, including procurement of any new hardware/software requirements and contracts.
· Constitution – support Trustees in ensure a compliant and effective constitution














Human Resource Management

· Managing and updating the Single Central Register.
· Ensuring safer recruitment processes are followed, including:
Undertaking of relevant internet/social media checks 
Obtaining references
Undertaking relevant section 128, prohibition list and right to work checks
Verifying qualifications and training as submitted in application forms
Undertaking DBS checks as necessary and ensuring appropriate risk assessments are completed if relevant.
· Advertising staff vacancies.
· Issuing employment offer letters and contracts.
· Ensuring accurate confidential staff records are kept. 
· To book cover staff when needed.
· Overseeing the school’s absence management procedures.
· Carrying out return-to-work meetings following staff absence and maintaining absence records.
· Supporting the Headteacher with staff-related procedures and HR issues. 
· Undertaking DBS checks as necessary and ensuring appropriate risk assessments are completed if relevant.
· Managing IT accounts.
· Registering/deactivating Trustees with Companies House and Charity Commission.


Premises and Health & Safety Management

· Oversee and drive development of the school premises including capital, refurbishment and maintenance projects.
· Line management of the Site Manager.
· To be the school’s Health & Safety competent person.
· To review and update the Health & Safety Policies.
· To support the Site Manager in project managing major building work. 
· Ensure ancillary services are monitored and managed effectively.
· Report relevant incidents to the HSE via RIDDOR and ensure that control measures are implemented following any reportable incident, communicating with staff in a timely manner.
· [bookmark: _Int_atgoXJDl][bookmark: _Int_wkLHAyNk]Work with the school’s insurance broker to ensure that relevant insurances are in place and that these are reviewed on a regular basis.
· Ensure that staff have received the relevant training. (First Aid/Minibus test)
· Ensuring that the Site Manager is carrying out regular inspections of the premises and that these are recorded correctly.
· To source cover for the Site Manager during periods of absence.








Data Protection/GDPR Management

· To act as the school’s internal GDPR lead/point of contact for all aspects of GDPR/Data Protection.
· To liaise with the school’s external GDPR service and DPO regarding data breaches, SARs etc. and to review service provided when contract is up for renewal.
· To log all data breaches as well as remedies provided.
· To take the lead on any SARs that the school receives.
· To review and revise policies in relation to data protection/GDPR using the external providers templates.
· To ensure training requirements in relation to GDPR are met by all staff.


Student Attendance

· Attend attendance network meetings.
· Follow NCC protocol in terms of support. 
· Attend all TSM (targeted support meetings) meetings to discuss specific students.
· Attend NCC progress review meetings and provide attendance data prior to the meeting.
· Produce attendance reports for submission/discussion at Trustees meetings.


Other Duties

· [bookmark: _Hlk210600212]Comply with all the school’s policies and procedures.
· Participate in training and other learning activities as required. 
· Completion of the Independent Schools annual census return to the DFE.
· Support the Headteacher in ensuring ISSR’s are met for Ofsted.
· Attend NASSA half-termly meetings.
· Attend ABMNS network events.
· Attend relevant conferences/webinars as and when required.
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