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JOB DESCRIPTION
Post Title
                   FINANCE AND BUSINESS MANAGER
Main Responsibilities:

The Finance and Business Manager will lead and manage the business aspects of Green Lane Primary Academy. The FBM will provide strategic and operational leadership in all finance and business activities and be responsible for the management of systems, processes and procedures relating to budget, finance, premises and HR.
Key Responsibilities:
· Provide strategic leadership and management of the school’s finances, advising the Head Teacher and Governors on all financial matters.

· Take responsibility for the annual budget, taking the lead role in developing, setting and monitoring the annual budget.

· Advise the Head Teacher and Governors on financial strategy which supports and develops the educational aims and ethos of Green Lane Primary Academy.

· To ensure financial stability through a long-term financial plan.

· Prepare and present detailed financial reports to the Governing Body which focus on future projections, benchmarking and value for money.
· Take responsibility for the role of Company Secretary, ensuring the Academy complies with financial standard and legal practice.

· Advise the Head Teacher and Governors of legal, governance, accounting and tax implications of proposed policies.

· Monitor changes in relevant legislation and take appropriate action in response.

· Liaise with external regulators and advisors e.g. accountants, lawyers, auditors.

· Develop and oversee the systems that ensure the Academy complies with all applicable codes, in addition to its statutory and legal requirements.

· Ensure that Financial Standards are complied with in line with current legislation and ESFA requirements.

· Develop robust financial management policies, procedures and reporting systems that meet audit requirements.

· Prepare and submit required returns to statutory bodies i.e. EFA, Charities Commission, HMRC.
· Check monthly payroll reports for reasonableness and accuracy.

· Ensure all processes and procedures comply with Data Protection legislation.

Marketing and Development:
· Research and advise on funding, grants and other income generated by the Academy.

· Prepare appropriate bids to acquire additional funding.

Procurement of Services
· Manage best practice in procurement, ensuring public purchasing requirements are met and ensuring value for money principles are applied to all purchasing decisions.
· Take responsibility for the management of insurance policies and Service Level Agreements.
Human Resources:

· Provide leadership and management of HR issues relating to staff.

· Maintain records of staffing contracts and contractual changes.

· Advise the Head Teacher and Governors on matters regarding assessment of salaries, sickness and maternity procedures, redundancy etc.
Facilities Management:
· Liaise with the Site Team to develop and establish effective procedures for site management and maintenance.

· Liaise with the Site Manager on all aspects of Health and Safety to ensure compliance in all aspects.

· Liaise with the Head Teacher and Site Manager in development proposals and capital development projects.

· Maintain an Asset Register and Business Recovery Plan.
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