Job Description: Finance and Resources Director
Reports to: Headteacher
Salary: PO10 plus significant market supplement for right candidate
Start date: As soon as available
Hours: Full time, all year round
The Role
To lead and manage all aspects of the School’s Finances, Administration and Operations including, HR, ICT,
Facilities and Catering.
To develop, lead and manage the operational staff team ensuring that the school’s finance and resources are
deployed effectively and efficiently to achieve its educational aims. To provide a strategic lead, with the Headteacher
and Governing Body, on all aspects of school resources
The role is part of the school’s Senior Leadership Team and as such the successful candidate will need to have the
flexibility to work varied hours in order to meet the needs of the School. This may include regular early morning
meetings (e.g, SLT, governors, etc.), evening and weekend events.
Key Responsibilities
•
•

•
•
•

as a member of the Senior Leadership Team (SLT), contribute to strategic planning and decision-making,
lead staff training, task groups and attendand present at governing body meetings
To lead and manage all aspects of Finance, HR including Payroll & Pensions, ICT, Catering, Administration
including Reception and Extended Schools, Marketing and communications and operations support – with a
view to providing outstanding services to students, staff, parents and the community
To liase with staff, students, parents, external groups and organisations concerning resourcing matters
To be the SLT lead for the Governors’ Resources’ Committee
To play a central role in the achievement of the educational vision and strategy of the School

Outcomes and Activities
Financial
The postholder will have the lead management responsibility for finance and will:
•
•
•
•
•
•
•
•

lead on strategic and high level aspects of the school budget and financial monitoring
report directly to the Headteacher and to the governing body for all financial and accounting procedures
including the scheme of delegation
control, monitor and evaluate the school finances, ensuring compliance with financial requirements and
value for money
be responsible for the development and implementation, together with the Finance Team, of
robust financial systems and processes, which includes on-going review and improvement
advise, prepare and claim bids, grants and claims for funding, ensuring all streams of revenue are fully
secured and accounted for
be responsible for the production, maintenance and review of the School risk register and take action to
address any high risk areas
manage other staff in the operation of the School’s financial systems
monitor service level agreements and contracts to ensure effectiveness of delivery and value for money,
negotiating more favourable terms where possible

Human Resources (HR)
S/he will manage the HR officer and have overall lead on HR functions and will:

•
•
•
•
•
•
•

ensure that the School is compliant with all school and relevant local authority HR policies and procedures
and employment law
oversee the HR function of the School, ensuring high quality delivery in this department, manage the HR
lead officer and provide day-to-day guidance to the HR team
understand and accurately apply staff pay and conditions
ensure that the recruitment, selection and development of support staff is carried out in accordance with
school policies and procedures
monitor the recruitment procedure to ensure safer recruitment guidance is adhered to
provide support to the Headteacher and SLT on HR issues/case work including disciplinary or capability
issues, working closely with the HLT HR team
liaise and work closely with local authority HR with regard to day-to-day issues and also long term strategic
plans

Administration and ICT
S/he will have strategic lead on all aspects of administration and ICT and will:
•
•
•
•
•
•
•
•

line manage the administration team and reception, working closely with the Headteacher’s PA and the
Communication Manager to ensure that administrative services are delivered effectively across the School
oversee effective administrative and ICT systems and procedures and train and support staff to ensure that
these systems and procedures are properly implemented and effectively controlled
proactively manage the IT service to ensure outstanding IT provision for all staff and students is delivered,
and that all are efficiently supported on a timely basis
deal with all insurance correspondence and communications, ensuring that all necessary paperwork is
completed to enable insurance cover to be effective
ensure that the School complies with Data Protection and Freedom of Information legislation,
organise and, where appropriate, lead operational staff training and INSET
ensure that all new staff are inducted effectively
convene and chair regular meetings with the wider School operations team, incorporating administration and
reception.

Catering
Through leadership and development of the Catering Manager to oversee the outstanding provision of catering at the
School including:
•
•
•
•

ensuring the highest standards of food quality, service and professionalism are achieved including
hospitality, in accordance with the quality and cost criteria established by the Senior Leadership Team
overseeing the recruitment, training and development of the catering staff to ensure the team functions at the
highest level
ensuring menus meet nutritional guidelines are regularly reviewed
reviewing the findings of staff, parent and pupil surveys implementing change where needed.

Purchasing and Lettings
The postholder will:
•
•
•

be responsible for the development and operation of effective purchasing and procurement systems and
procedures across the School
negotiate, manage and monitor contracts, tenders and agreements for the provision of services, to ensure that
services are delivered to a high quality and support the operation of the School
achieve the most competitive pricing for goods and services in compliance with current and relevant
procurement legislation

Facilities Management and Security
S/he will:

•
•
•
•
•
•
•
•

line manage the Facilities Manager, to ensure the maintenance and cleaning of the buildings, sports facilities
and grounds to a high standard and ensure site security and safety
be responsible for the development of new facilities within the School and its grounds
work with the Facilities Manager to ensure that the maintenance programmes function effectively and
within the budget
ensure appropriate reporting, monitoring and control systems relating to the internal building fabric and
furniture, including the production and maintenance of an Asset Register
ensure management of Health and Safety (H & S), working with the Facilities Manager and FM central
office
lead on sustainability issues (such as recycling and energy efficiency) with the students and staff
ensure that there is effective management of security, during the school day and during community use
including the closed circuit television cameras
oversee and project manage any capital schemes, identifying appropriate funding sources, writing proposals
for expenditure, liaising with relevant personnel, ensuring projects are complete on time and to budget, with
all stakeholders performing to their full potential on all projects.

Other
•
•
•

To ensure, in relation to all the above responsibilities, that systems for monitoring and reporting are in
operation
To work in collaboration with relevant colleagues
To carry out other reasonable tasks from time to time as directed by the Headteacher.

Person Specification:
Qualification Criteria
•
•
•
•

Educated to degree level or equivalent
In posession of or studying towards a Business Management or professional accountancy qualification
A record of continuing professional development activities
A CIPD or other HR qualification or equivalent relevant experience (desirable).

Knowledge and Experience
•
•
•
•
•

Understanding of schools’ or education finance, HR and other aspects of education administration
Knowledge and experience of financial management systems and managing budgeting and reporting
processes at a senior level in a comparable organisation
Knowledge and experience of managing procurement, contracts for services and health & safety.
Extensive experience of managing and motivating staff
Experience of having contributed to policy formulation, implementation, evaluation and review

Behaviours
•
•
•
•
•
•

Understanding of and empathy for the School’s vision, strategy and values
An effective leadership and management style that encourages participation, innovation and develops
colleagues’ confidence
Passionate, resilient and optimistic to lead through day-to-day challenges while maintaining a clear strategic
vision and direction
Able to develop positive relationships with all young people, parents, governors, community members,
external agencies and other stakeholders
Takes personal responsibility and demonstrates a readiness to reflect and self-evaluate, and to be able to
change, improve and develop
High levels of reliability, honesty and integrity.

Skills and Abilities
•
•
•
•
•
•
•
•

Strong written and oral communication skills
Able to interpret complex legislation and regulations
Able to prioritise and manage conflicting demands
Able to develop the leadership skills of others as well as to learn from others
Strong people management skills, with highly developed interpersonal and motivational skills
Strong strategic, organisational, project management and planning skills
Highly numerate and willingness to undertake financial training in the future
Evidence of well-developed ICT skills.

Other
•
•

Commitment to equality of opportunity and the safeguarding and welfare of all pupils
This post is subject to an enhanced Disclosure and Barring Service check.

SNS is committed to safeguarding and promoting the welfare of children and young people in our school. All
successful candidates will be subject to an enhanced Disclosure and Barring Service check.

