	HERTFORDSHIRE COUNTY COUNCIL

	CHILDREN, SCHOOLS & FAMILIES

	MODEL JOB DESCRIPTION


TITLE OF JOB
:
FINANCE & SYSTEMS MANAGER


LOCATION
:
SCHOOLS

GRADE
:
H9

1. JOB OUTLINE

1 a) REASON JOB EXISTS

To take full responsibility for the leadership and management of the school’s financial and administrative systems

1 b) MAIN AREAS OF RESPONSIBLITY







· Ensure the provision of effective support systems that enable the governing body and the headteacher to meet their respective responsibilities.

· Ensure that the school’s financial and administrative procedures meet the requirements of all relevant financial regulations.

· Manage all budgets and provide leadership to all staff other than those that are directly concerned with teaching and learning.

· Manage the school’s procurement procedures to ensure that the school is able to get maximum value from its contracts with external providers of services and equipment.

· Manage the design and delivery of the school’s marketing and promotion strategies.

1 c) EQUALITIES

Be aware of and support difference and ensure that the school’s equalities and diversity policies are followed.

1 d) HEALTH AND SAFETY

Be aware of and comply with policies and procedures relating to child protection; health and safety; confidentiality; and data protection and report all concerns to an appropriate person.

1 e) CRIMINAL RECORDS BUREAU 

This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974.  An enhanced disclosure will be sought through the Criminal Records Bureau as part of Hertfordshire County Council’s pre-employment checks.  Please note that additional information referring to the Criminal Records Bureau is in the guidance notes to the application form.  If you are invited to an interview you will receive more information.

1 f) ADDITIONAL INFORMATION

The jobholder is required to contribute to and support the overall aims and ethos of the school.  All staff are required to participate in training and other learning activities, and in performance management and development as required by the schools’ policies and practices.

** The duties and responsibilities listed above describe the post as it is at present.  The post holder is expected to accept any reasonable alterations that may from time to time be necessary.









2. ORGANISATION CHART
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Senior Management Team
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3. SUPERVISION

The jobholder is managed by the headteacher and is a member of the school’s

Senior Management Team.

The jobholder manages a team of middle managers who lead the support staff

functions (such as finance, premises, staffing and administration) in the school.

4. JOB CONTEXT

The jobholder provides leadership to all of the school’s activities that are not directly related to teaching and learning.

5. CONTACTS

The jobholder works with all members of staff in the school; will report to governors, the LEA; will have contact with external contractors.

6. KNOWLEDGE, EXPERIENCE AND TRAINING

· Substantial experience of working at management level in a business environment.

· Relevant professional qualifications or experience in a relevant discipline (such as accountancy).

· Ability to organise, lead and motivate staff.

· Ability to persuade, negotiate and influence

· Ability to interpret statistics, regulations and guidance and to devise policy and practice in the light of these.

7. DIMENSIONS

The jobholder is responsible for managing a budget of approximately £5 million and for up to 25 staff on grades H1 to H8.














Please tick to confirm this questionnaire has been agreed by the department and any job holder(s)
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