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Wellfield School

Job Description

Finance and Premises Director (JRD Ref N10361)

Name:




Responsible to and mentored by:
 L Rodham, Headteacher 
Responsible for:


Non- classroom based staff  
Person Specification for All Staff at Wellfield

We want all educators at Wellfield to:

· Be committed to continuous improvement and raising standards 

· Relate well to our students

· Put student needs first

· Be self starters and aim for the best in what they do

· Have confidence and competence in the use of ICT

· Be team players

· Communicate well

· Be positive and co-operative, especially in times of change

· Review what they do regularly

Senior Leadership Team Protocols

What our team is like

We are characterised by:

· Professional, visionary leadership

· A shared focus on teaching and learning as the highest priorities

· High expectations of and respect for pupils

· Strong partnership with home and the community

· Continuous, supportive and rigorous staff development

We aim to develop Wellfield Community School’s ethos of care for the individual b bringing out the best in staff.  We maintain an open up channels of communication with colleagues, helping to minimise distance between the tiers of responsibility, yet driving forward the quest for constant improvement.  We expect staff to join a partnership of learning: a joint enterprise in sharing and researching best practice with one another and with other schools.  A major priority is to maximise the opportunities provided by staff appraisal to develop staff for it is through their work that students fulfil their potential.
Leadership Style

Staff have very high expectations of those with senior leadership roles and look to us to model the professional attributes of hard work, commitment and mutual support.

Therefore, we strive to

· Be highly visible around school and accessible to all

· Be industrious and optimistic and draw out those qualities from others
· Learn quickly, preferring to work at pace and to deadlines

· Enjoy sharing our passion for teaching, thriving on team work and being part of a close knit community

In short, we lead by example, striking a balance between offering security and challenge, while pointing the way to providing the best possible service to those in our care.

Our Team Agreement

We

· Put the students first

· Prioritise teaching and learning

· Follow policy and practice

· Communicate with and support each other

· Show team solidarity

· Are on time

· Keep our side of the agreement

· Give thanks and praise when they are due

· Are up front when jobs are not done well

· Are highly visible

OVERALL RESPONSIBILITY

To provide leadership and management of the school’s strategic and business resources to support the school in its primary function of teaching and learning. To be responsible for providing high quality financial support, premises management and office support.

DUTIES:

· To lead the planning, development and delivery of financial and accounting services within the school, working with the Local Authority where necessary.
· To advise governors and headteacher on the resourcing needs of the school in relation to current and future finance requirements, costs of new initiatives and the scope for efficiencies.

· To effectively oversee all aspects of the school accounting and ordering systems and on a monthly basis report to the headteacher.

· To prepare the annual budget, monitor out-turn reports and maintain professional standards in the reporting and recording of accounts.

· To monitor the budget and prepare for approval by governors, annual estimates of income and expenditure.

· To prepare and maintain school income and expenditure accounts and balance sheets.

· To ensure the preparation and production of budgets and regular updates for budget holders and stakeholders within the school are delivered in a timely manner.

· To ensure the accounts are used as a mechanism for informing the wider process of the budgetary cycle of consultation, decision making, monitoring and evaluation, with reference to the School Development Plan.
· Develop income generating activities including preparation of and submission of bids for funding to external agencies.

· To achieve Annual Income generation targets as set by the Head Teacher.
· Be responsible for the security of all data in school and ensure all areas of data protection are adhered to.
· Be responsible for the development of the marketing strategy for the school. 
· Attend Senior Leadership Team, full Governing Body and appropriate Governors’ sub-committee meetings and support the duty rota as necessary as part of the Leadership Team.
· To represent the Head Teacher in a range of meetings and forums as appropriate. 

· To manage the non-teaching staff, other than school support assistants.
· To manage administrative and premises staff, training and development and professional conduct matters.
· Take overall responsibility for the effective management of the premises and school site, including the 3G pitch, when completed.
· To monitor the work of the premises staff and keep records of school maintenance programmes.
· To be responsible for the ongoing professional development of non-teaching staff and appraisal.

· To ensure resources are provided and maintained for the learning process.

· To be responsible for, or supervise income generation, community liaison, lifelong learning and maximise income from school premises and catering.

· To be conversant with government regulations, Education Acts and statutory instruments as they affect the daily running of the school.

· To ensure the effective use of resources and prepare information for capital projects.

· To develop and monitor effective project plans ensuring best practice at every stage.
· To supervise the payroll and liaise with the LA over such matters.

· To prepare staff payroll in line with posts of responsibility and national agreements on pay structures, reporting to the Staffing Committee annually.
· To audit equipment, furnishings and furniture, keep records and ensure all are in good order.

· To regulate and monitor staff expenditure in line with school development plans.

· To negotiate, manage and monitor licences, insurances and contracts on behalf of the school.

· To work with premises staff and outside contractors to ensure the good order and maintenance of the buildings, equipment and site.

· To Lead the Health and Safety team, ensuring a safe working environment for pupils and staff

· To maintain the system of student rewards.

ALLOWANCE ATTACHED TO THE POST AND DUTIES:  Grade 15 £45,859 to £49,612
HOURS OF DUTY: 37 hours per week, whole time, permanent

This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the school in relation to the post holder’s professional responsibilities and duties.

Signed:     
_________________________

Date:  
  
 _________________________

Headteacher: 
_________________________ 
