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The Wallace High School
HEAD OF FINANCE
Job Description
JOB PURPOSE
The Head of Finance is responsible for the management of the staff in the Accounts Office and all financial and accounting functions of the school.  He/She reports to the Principal.
An important aspect of this role is to ensure that resources are used effectively and efficiently to support the school’s development plan.

He/She is one of three line managers of the support staff.  The support staff is divided into three main areas:

1. Head of Premises – Mr Colin McCutcheon is the current Head of Premises and oversees the work of all Premises and Cleaning Staff, Health and Safety and maintenance of school buildings and grounds.  Mr McCutcheon attends Premises Committee meetings of the Board of Governors.

2. Head of Administration – Mrs Colleen McDowell is the Principal’s Personal Assistant and Secretary to the Board of Governors.  She oversees the administrative work of the school.

3. Head of Finance – the successful applicant will oversee all financial and accounting functions of the school, to include fundraising and marketing.  He/She will also be the school’s nominated Data Officer.

The three support staff line managers report to the Principal and a monthly meeting will be held to plan the work of these three areas, deal with any staffing matters and ensure the needs of the school are being met.

The successful applicant will be encouraged to continue to develop professionally and further training will be available to meet the requirements of this role.

PERSONNEL SPECIFICATION

Qualifications and Experience

Applicants must have (as at 1 September 2019)

1. Minimum of five years’ experience working in a commercial/business environment in a financial role (i.e. Finance Officer, Head of Finance) or Management role (e.g. Managing Director, Middle or Senior Manager).

2. Level 6 qualification on National Qualifications Framework in UK for England, Wales and Northern Ireland. (Degree or equivalent professional qualifications).  This qualification should relate to business or accounting or business management or human resource management or finance.

3. Experience of budget management and human resources.

4. Experience of in-house or external payroll systems.

5. Experience of preparing income and expenditure/profit and loss accounts. 

Skills and Qualities

Applicants must be able to demonstrate that they are:

1. competent in the use of ICT to maximise workflow efficiencies.

2. able to interpret financial and other data and produce reports.

3. able to lead teams and work as part of a team.

4. able to motivate staff through the management of change.

5. able to deal with difficult situations calmly, with diplomacy, assertiveness and initiative.

ROLES AND RESPONSIBILITIES
· Ensure that the financial management of the school is carried out in an effective and efficient manner in line with relevant Statements of Recommended Practice.
· Advise on general financial policy and salary policy within the school.

· Oversee the preparation of annual estimates of income and expenditure.

· Prepare realistic draft budgets for the school based on available information and following consultation with the Principal and the Board of Governors.

· Distribute Departmental budgets in March in consultation with the Principal and Curriculum Vice Principal.

· Prepare accurate monthly management and year end accounts.

· Report at each Finance Committee and full Board of Governors meeting on the performance against the agreed budget.

· Identify and inform the Principal of the causes of significant variance in budget and address the causes.

· Advise the Principal and Board of Governors of likely changes to financial income and outcomes for the school and prepare revised financial forecasts accordingly.

· Produce and update a financial 3 year plan to take account of financial information and the school’s 3 year Development Plan.

· Oversee school bank accounts, VAT applications, cash handling system, public and private funds supported by robust financial management and control.

· Manage internal and external audits.

· Ensure the prompt collection of fees and efficient management of fee debtors to maximise school income.

· Manage and renew the tendered canteen contract in terms of costs, quality, resources and targets.

· Manage the school’s relationship with the appointed Canteen Supervisor (with the support of the company’s Area Manager) to ensure a high quality, value for money service.

· Manage Gift Aid and claims, insurance and claims, licences, VAT returns and claims, letting of school property.

· Manage the payment of all salaries and wages including PAYE, superannuation, national insurance contribution and ensure compliance with associated regulations.

· Administer pension schemes for teaching and non teaching staff.

· Prepare applications for capital projects and associated grants.

· Prepare financial appraisals of projects.

· Advise the Board of Governors on the implications of the school’s charitable status.

· Manage and oversee all aspects of charitable giving to the school, to include the collection of donations.

· Maintain regular contact with donors to inform them of where their funds have been invested and how this adds value to the work of the school.

· Advise the Board of Governors on investments in consultation with the appointed broker.

· Oversee the letting of school owned property ensuring the appropriate leases and licences to occupy are signed by tenants as organised through the school’s appointed letting agent.

· Produce financial information as required by the Principal and Board of Governors.

· Develop an efficient income generating framework and process for letting of school premises to outside organisations.

· Act as correspondent with the Education Authority and the Department of Education and ensure the prompt return of financially related returns and plans.
· Act as the School’s Data Officer to ensure that the school works with GDPR and Data Protection Act 2018 requirements.

· Oversee the completion of a comprehensive asset register for the security maintenance and replacement of equipment.

Leadership and Management

· To manage the two members of the Accounts Staff (leave, performance, professional development).

· To manage and assess the work of the school’s Sports Facility Marketing Manager to ensure an efficient and profitable use of the school’s facilities to generate income.

TERMS AND CONDITIONS OF EMPLOYMENT

Professional Development/Appraisal of Post

The successful candidate will be required to avail of 3 annual professional training days and/or additional professional qualifications to meet the changing needs of the school and the development of this new post.

These will be agreed annually in June with the Principal along with the annual Action Plan Review.  This process will inform the progression annually of the Business Manager along the salary scale (NJC).  Progression along the scale is subject to satisfactory completion of the annual review.
Leave

The Support Staff Handbook is currently under review.  As an outline guide, the number of leave days will be 36, including statutory days.

Contracted Hours

The Head of Finance will be required to work Monday to Friday 8.45am to 5.15pm with one hour for lunch and 2 x 15 minute or 1 x 30 minute daily break(s).

In addition, the Head of Finance, as part of his/her contract, is required to attend Committee Meetings of the Board, recruitment and interviews outside these times occasionally. (Most Committees meet at 4.00pm/4.30pm and finish by 6.00pm).

Salary

The position will be paid on the NJC scale 2019-20 at points 37-41.  The new position will be on a five point scale with annual increases based on successful completion of appraisal work and development planning each June, overseen by the Principal.

Point 37 – £39,782 

Point 38 – £40,760 

Point 39 – £41,675 
Point 40 – £42,683 
Point 41 – £43,662 
APPLICATIONS
It is preferred that application forms are emailed to the Principal’s Personal Assistant, Mrs McDowell at recruit@wallacehigh.net. An acknowledgement will be sent by return of email.  Applicants should ensure that they indicate clearly on their application form how they meet the criteria.

The closing date for receipt of application forms is Monday, 18 November 2019 at 

12 midday.
In order to comply with DE guidelines on Child Protection shortlisted applicants should bring an original birth certificate and/or marriage certificate (if appropriate) plus photographic ID to their interview.

NB:  It is an offence for an individual who is on either of the Department’s Lists (UP List and/or List 99), or who is the subject of a disqualification order from the courts, to apply for, or offer to do any work, paid or unpaid, in a regulated position.

