Allerton Grange School
Job Description –Director of Finance and Facilities

	Job title
	[image: ]Director of Finance and Facilities

	Grade
	

	Responsible to
	Headteacher

	Responsible for
	Management of:
· Finance Assistant
· H&S Technical Support Manager
· PFI linked contracts for facilities and catering
· ICT staff

	Job purpose
	Advising the Headteacher and Governors on all finance related matters.
Supervisory and line management responsibility for identified members of staff, including operational site management. Contributing to the school development plan and self-evaluation procedures. 
To work as part of a team with other Senior Leaders to realise the school’s strategic objectives. 

	Main responsibilities 
	1. Strategic leadership for Finance and Facilities
· Advising the Headteacher and Governors on all finance related matters.
· Preparing annual estimates of income and expenditure.
· Providing regular financial monitoring reports for the Headteacher and Governing Body.
· Obtaining agreement on budget and monitoring all accounts against budgets, including school budget and school fund. 
· Reporting on financial health of the school to Governors and the Headteacher as a matter of routine and immediately reporting any exceptional problems to the Headteacher.
· Arrange for an annual review of the school’s accounting function.
· Direct responsibility for the ordering, processing and payment for all goods and services provided by the school.
· The operation of bank account, ensuring that a full reconciliation takes place at last once a month for both school budget and school fund.
· Maintaining an assets register.
· Preparation of all invoices, collection of fees and other items.
· Preparing all financial returns for DCFS, Local Authority or other agencies within statutory deadlines.
· Implementing approved insurances and handling claims.
· Maximising income generation and sponsorship. 
· Advise the Governors and Headteacher on all insurance related maters.
· Day to day organisation of the school calendar.
· External visits co-ordination.
· Data protection officer. 
· Managing the school facilities; responsibility for Health and Safety, ICT, data management, school site contractors.
· Negotiating, managing and monitoring a range of contracts, tenders and agreements for the provision of support services.
· Providing leadership, support and challenge for staff.
· Make arrangements for internal and external appointments where necessary.

2. Personal accountability:
· Keep up to date with the changes in education.
· Add capacity to SLT by supporting and challenging individual members.
· Uphold the school values. 
· Engage professionally with your own appraisal process. 
· Model ultimate professionalism at all times, demonstrating leadership qualities that others aspire to:
· Moral purpose = demonstrate a clear and determined focus on improving Teaching and Learning and therefore raising achievement for all students, irrespective of ability or background.
· High expectations = demonstrate high expectations for all staff and students. Set challenging/ambitious appraisal targets and challenge mediocrity.
· Resilience = accept that setbacks will occur on a school improvement journey. Treat setbacks as a learning opportunity and amend your processes to avoid similar setbacks in the future.
· Empowerment = demonstrate that by empowering others you are building additional capacity to secure accelerated school improvement.
· Emotional intelligence = recognise that your actions will impact on yours and others emotions. Use this information/intelligence to guide your thinking and behaviour.
· Praise staff = Seek out opportunities to frequently praise staff and students. Demonstrate how praise and reward can be effectively used to motivate individuals.

3. Community responsibilities:
· Wherever possible develop external partnerships that will add capacity to whole school improvement.
· Actively promote Allerton Grange School in a positive manner.
· Support other colleagues in raising the profile of Allerton Grange in the community.
· Represent SLT at after school events, as outlined in the SLT calendar. 




General

The above is not exclusive nor exhaustive and the school may require the job holder to undertake duties commensurate with the role.

All staff are required to promote and actively support all school policies.  Staff must be aware of and support our safeguarding responsibilities.  Safeguarding is about keeping people safe and protecting them from harm, neglect, abuse and injury.  It is about being proactive and vigilant and acting on any concerns you might have.

Person Specification

Detailed below are the type of skills, experience and knowledge, which are required of the post holder.  The 'Essential Requirements' indicate the minimum requirements; areas detailed under 'Desirable Requirements' are additional attributes to enable the applicant to perform the position more effectively or with little or no training.  


	Qualifications / Development
	Essential
	Desirable

	· Professional Training in relation to Safeguarding, Child Protection, Behaviour and Safety
	
	

	· Accountancy qualification or suitable relevant experience (e.g. AAT, ACA, ACCA, CIPFA or CIMA)
	
	

	· Further Professional Qualifications
	
	

	· Evidence of appropriate Professional Development
	
	

	



	Knowledge / Skills
	Essential
	Desirable

	· Leadership and Management  
	
	

	· Use and impact of data 
	
	

	· Assessment, Recording and Reporting
	
	

	· Performance Management 
	
	

	· CPD and coaching
	
	

	· Ability to inspire
	
	

	· Excellent communicator (both orally and in written form)
	
	

	· Presentation and Training 
	
	

	· Knowledge of theoretical, practical and procedural knowledge across all disciplines of budget setting and financial management
	
	

	· Confident user of ICT, specialist knowledge of excel 
	
	

	· Full knowledge of current safeguarding developments
	
	

	· Ability to identify and develop strategies to raise income 
	
	

	· Financial Management Systems
	
	

	· Knowledge of site management, data protection, health and safety and safeguarding procedures
	
	

	


	Experience
	Essential
	Desirable

	· Ability to demonstrate successful middle leadership experience
	
	

	· Achieving set targets in a specified action plan
	
	

	· Professional development for relevant colleagues
	
	

	· Line management of colleagues
	
	

	· Leading a team
	
	

	·  Co-ordination of whole school/organisation initiatives             
	
	

	· Experience of raising standards
	
	

	· Liaison with external agencies and parents
	
	

	




	Personal Qualities
	Essential
	Desirable

	· Lead by example
	
	

	· Honesty and integrity
	
	

	· Willingness to innovate
	
	

	· Strategic thinker
	
	

	· Meet deadlines
	
	

	· Effective team member
	
	

	· Ability to support and challenge others
	
	

	· Belief and commitment to comprehensive education, inclusion and the ECM agenda
	
	

	· High personal standards
	
	

	· Optimism
	
	

	· Excellent timekeeping record
	
	

	· Commitment to child protection, safeguarding and equality
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