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AES Job Description – Professional Support Staff

	Name:  


Vacancy 1 
	Team: 


Finance


	Post: 



Deputy Finance Manager 
	Scale:


7
Point:


19-24


	Date appointed to post: 
	Date appointed to 
school: 


	Senior Line Manager:  
Business Manager

	Immigration Status: 

	Line Management 
Responsibilities:  

 

	Hours: 


24 Hours p/w Term Time 



3 Training days 



plus 3 weeks during 



school closure 

	Line Manager:


Finance Manager


	Job purpose: 
To provide financial support to the school and to deputise in all aspects of the Finance Manager’s responsibilities.



	Specific Responsibilities:

· Ensure sales ledger invoices are raised.

· Prepare all matters relating to Free School Meals (FSM) applications.

· Process the 16-19 bursary applications.
· Manage and assess grant applications, prepare correspondence, and maintain records.

· Monitor and produce cash flow forecast.

· Process the recharge account reconciliations (e.g. Reprographics costs).

· Set up and monitor service contract database (e.g. telephone, ground maintenance, leases).
Deputy Finance Manager Responsibilities
· Support the Finance Manager with payroll and pension processes, maintaining accurate records and ensuring compliance with statutory and organisational requirements.
· Oversee processing of orders and ensuring correct coding and matching of goods receipts, delivery notes and invoices.

· Record all bank transactions onto the accounts system, including ParentPay receipts.
· Ensure reconciliation of school bank accounts, credit cards and the nominal ledger account to the financial system.

·  Oversee and manage Parentpay.

· Liaise with parents regarding outstanding monies.
· Prepare weekly BACs payments.

· Ensure reconciliation of balance sheet and control accounts are completed.

· Liaise with outside agencies, contractors, site team, and energy consultants.

· Research prices and liaise with suppliers to ensure best value for money.

· Ensure all financial administration complies with Financial Regulations, policies, and GDPR.

· Monitor DfE notifications for financial updates.

· Ensure banking of surplus cash at regular intervals.
· Assist with the financial year-end process.

· Assist with the preparation of the annual budget.
· Prepare financial statistical analysis as required.

· Prepare documentation and liaise with auditors as required.

· Maintain backup documentation for audit purposes (e.g., catering stocktake journals).

· Update the fixed asset register, including depreciation.



	GENERAL:

· Work collaboratively as part of team to support the financial well-being of the school
· Attend relevant training and take responsibility for own development, taking part in the performance management review in discussion with your line manager.

· Attend relevant school meetings as required

· Respect confidentiality of all financial information at all times

· Comply with individual responsibilities, in accordance with the role, for health & safety in the workplace.

· Ensure that all duties and services provided are in accordance with the school policies.
· To understand, promote and act in accordance with the school’s policy and practice regarding safeguarding and the welfare of children and young people 

· The duties are neither exclusive nor exhaustive and the post holder may be required by the Business Manager or the Headteacher to carry out appropriate, reasonable additional duties within the context of the job, skills and grade.


	INTERNATIONAL ETHOS:
· To support and promote the school’s distinctive international ethos and curriculum

· To support the school visits programme as appropriate, e.g. taking part in a visit, supporting Anglo Fringe.
· Be familiar with the varying needs and characteristics of different faiths and cultures



	ADMINISTRATIVE/CPD:
· Undertake any training commensurate with the post.
· Undertake appropriate induction, probation, training and development of finance

· Undertake performance management review

· Provide cover for the school office services as required



AES PERSON SPECIFICATION

Deputy Finance Manager
	Experience


	· Successful recent experience working in a school
· Working effectively as part of a finance team



	Qualifications


	Essential

· Experience in general administration and finance

· Knowledge of school financial policies and procedures 

· Educated to Level 2 or equivalent


	Desirable:

· Qualifications related to financial services.

	Knowledge, Skills & Aptitudes


	Ability to:

· use word processor and wide range of financial and administrative IT packages

· complete returns and financial information appropriate to the role

· exchange verbal information clearly and sensitively

· negotiate effectively to achieve best outcomes

· work successfully in a team and to contribute to group thinking and planning

· A positive approach to work, based on finding solutions to any given problem.

· be flexible and creative

· follow instructions accurately

· use own initiative and work independently

· communicate effectively with adults and children, verbally and in writing

· motivate, inspire and have high expectations of pupils

· work calmly under pressure, showing patience, enthusiasm, resilience, initiative and kindness in adversity

· Show a strong “can do” attitude

· Understand and comply procedures and legislation relating to confidentiality
· Demonstrate a clear commitment to develop and learn in the role

· effectively evaluate own performance

· Understand and comply procedures and legislation relating to confidentiality


	
	Personal Development & Welfare: 

· Compliance with an understanding of Child Protection and Safeguarding policies and procedures

· An awareness of, and commitment to equalities of opportunity 
· Commitment to the school’s Inclusion strategy



	
	International: 

· An understanding of, commitment to or willingness to fully embrace an internationalist ethos and vision  

· A commitment to the vision, aims and beliefs of the school



	
	Administrative/CPD:

· A commitment to their own personal development and the continuing progress of the school 

· Effective time management and the ability to maintain a proper work-life balance

· Effective use of standard IT programmes 
· 
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