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JOB DESCRIPTION: 
 
TITLE:   Finance Manager 
 
RESPONSIBLE TO: Headteacher  
 
GRADE:   NJC Grade points 32 - 36 (£31,689 to £35,355 actual salary) 
   Term time plus ten days 
 

ORGANISATION CHART: 
 

Headteacher 
| 

Finance Manager 
 
PURPOSE OF POST: 
 
To be responsible for the planning, development, and implementation of financial and 
administrative services. 
 
PRINCIPAL RESPONSIBILITIES: 
 

1. To lead on the business and financial management of school resources including 
budget / financial planning and advice to the senior leadership team, governing 
body and external agencies.   

2. To line manage members of the support staff.  

3. To manage the administration of human resources.  

4. To develop appropriate policies relevant to school support functions.  

5. To contribute to the school improvement plan.  

6. To negotiate, manage and monitor licences, insurances and contracts on behalf of the 
school.  

7. To develop income-generating activities including preparation of and submission of 
bids for funding to external agencies.  

8. To be responsible for the development of the marketing strategy for the school.   

9. To manage the delivery of Extended Services activities.   

10. To act as the health and safety manager for the school. 

11. Any other duties as directed by the Headteacher. 
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Relationships: 
 

 Line management responsibility for staff carrying out a range of varied activities. 

 Works with the senior leadership team in contributing at a strategic level to policies and 
initiatives. 

 Build good relationships with staff, governors, external contractors and other agencies. 
 
Work context: 
 
The post holder will carry out most work in the environment of the school office but will liaise 
with staff and parents across the school on a regular basis.  
 
DIMENSIONS: 
 
Supervisory Management: Administrative Support  
Financial Resources: N/A  
Physical Resources: Computer, computer systems, other office equipment.  
Other: N/A  
 
CONTEXT: All support staff are part of a whole school team. They are required to support 
the values and ethos of the school and school priorities as defined in the School 
Improvement Plan. This will mean focussing on the needs of colleagues, parents and pupils 
and being flexible in a busy pressurised environment. 
 
The duties above are neither exclusive nor exhaustive and the post holder may be required 
by the Headteacher to carry out appropriate duties within the context of the job, skills and 
grade 
 
Because of the nature of this job, it will be necessary for the appropriate level of criminal 
record disclosure to be undertaken. Therefore, it is essential in making your application you 
disclose whether you have any pending charges, convictions, bindovers or cautions and, if 
so, for which offences. This post will be exempt from the provisions of Section 4 (2) of the 
Rehabilitation of Offenders 1974 (Exemptions) (Amendments) Order 1986. Therefore, 
applicants are not entitled to withhold information about convictions which for other 
purposes are 'spent' under the provision of the Act, and, in the event of the employment 
being taken up, any failure to disclose such convictions will result in dismissal or 
disciplinary action by the Authority. The fact that a pending charge, conviction, bind-over or 
caution has been recorded against you will not necessarily debar you from consideration for 
this appointment. 
 
‘The School is committed to safeguarding and promoting the welfare of children and expects all staff 

to share this commitment. Applicants must be willing to undergo child protection screening 
appropriate to the post, including checks with past employers and the Disclosure & Barring Service’. 

 
‘CVs will not be accepted for any posts based in schools’. 
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Person Specification 
 

Finance Manager 
 
This acts as selection criteria and gives an outline of the types of person and the characteristics required to do 
the job. 
__________________________________________________________________________ 

Essential (E) :-  without which candidate would be rejected 
Desirable (D):- useful for choosing between two good candidates. 
 

Please make sure, when completing your application form, you give clear  examples  
of how you meet the essential and desirable criteria. 

Attributes Essential How 
Measured 

Desirable How 
Measured 

Experience 
 

Substantial experience of the management 
and supervision of employees performing 
similar work e.g performing financial 
administration of budgets and personnel 
records using manual and computerised 
systems, facilities and premises. 
Experience of the management and use of 
IT for financial and personnel practices, 
spreadsheets and databases. 

1,2 
 
 
 
 
 

1,2 
 

Experience in the 
Education sector. 
 
Experience of 
working in a school 
environment. 

1,2 
 
 

1,2 

Skills/Abilities 
 

Strong financial and analytical skills.  
Literacy skills to be able to draft reports, 
and understand complex written 
guidance. 
Able to communicate effectively with 
parents, students, governors, the LEA, 
external agencies and colleagues. 
Presentation skills. 
Ability to work with minimal supervision 
and direction.   
Ability to adjust to constantly changing 
work demands and to meet competing 
deadlines. 
Ability to develop the skills of others 
within a structured framework. 
Ability to work as part of a multi-
disciplinary team. 
Sound ICT skills. 
Ability to manage the performance of 
others. 
Ability to act on own initiative. 
Ability to make effective decisions. 
Consultation and negotiations skills. 
 

1,2 
1,2 

 
 

1,2 
 
 

1,2 
1,2 

 
1,2 

 
 

1,2 
 

1,2 
 

1,2 
1,2 
1,2 
1,2 
1,2 
1,2 
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Competencies 

Able to form appropriate relationships 
with young people 
 

1,2   

Equality Issues Committed to the principles of equality of 
opportunity. 

1,2   

Specialist 
Knowledge 
 

Strong general business background 
including financial acumen 

1,2 Knowledge and 
experience of SIMS 
packages. 

1,2 

 
Education and 
Training 
 
 

 
Qualification relevant to the job, or good 
evidence of equivalent experience and 
training gained in the work place. 
A recognised management qualification 
(e.g DMS, MBA, CIPD, CIMA). 

 
 
 
 
 

1,2, 4 
 
 
4 

  

Other 
Requirements 
 
 
 

Commitment to continuous professional 
development. 
Able to work flexibly to meet the needs of 
the schools (This will include some 
evening meetings, a maximum of 12 per 
year). 

1,2 
 

1,2 
 
 

  

 
( 1 = Application Form    2 = Interview    3 = Test    4 = Proof of Qualification    5 = Practical Exercise) 

 
We will consider any reasonable adjustments under the terms of the Disability Discrimination Act (1995), to 
enable an applicant with a disability (as defined under the Act) to meet the requirements of the post. 
 
The Job-holder will ensure that school policies are reflected in all aspects of his/her work, in particular 
those relating to;  
(i)    Equal Opportunities 
(ii)  Health and Safety 
(iii) Data Protection Act (1984 & 1998) 

 
 
‘The School is committed to safeguarding and promoting the welfare of children and expects all staff 

to share this commitment. Applicants must be willing to undergo child protection screening 
appropriate to the post, including checks with past employers and the Criminal Records Bureau’. 

 
‘CVs will not be accepted for any posts based in schools. 

 


