
 
 

     

 

 

 

 

 

 

September 2022 
 

CAMDEN SCHOOL FOR GIRLS 

Finance and Operations director 

Job Description and Person Specification 

 
Job title: Finance and Operations Director (Full time/temporary, 

Permanent) 

Directly Responsible to  Headteacher 

Line Manager to: Finance Manager, Premises manager, ICT support, HR Assistant, 

Office Manager, Catering Manager,  

Salary Range: SM1-SM3 (1-21) commensurate with experience 

 

 

Purpose and Responsibilities of the Post 

The post holder will be responsible for all aspects of financial and facilities management across the 

school and work with the Headteacher and the Senior Leadership Team to set up systems and 

processes that will support the smooth running of the site to support the vision and aims of the 

Headteacher and the Governing Body. 

 

Core Functions 

 

o To be involved in all aspects of strategic planning advising on the financial implications, and 

ensuring that the school makes best possible use of resources available.   

o To participate in strategic decision making for the school as a full member of the Senior 

Leadership Team. 

o To be responsible for finance and facilities management and all matters within the 

management of the school which are supportive to, but do not involve, the teaching function.  

This includes the major physical resource of the school buildings. 

o To take strategic responsibility for Health and Safety and, as such, be responsible for effective 

‘risk management’ ensuring that appropriate action is taken with regard to Health and Safety 

matters. 
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Job Description 

Financial Management 

1. To ensure that the school complies with: 

o Best practices as defined or recommended by the DFE, LA and public accountancy bodies 

(e.g. Audit Commission). 

o The local authority's fair funding arrangements, with particular reference to reporting 

requirements. 

 

2. To provide support for the Headteacher, Senior Leadership Team and Governing Body 

Finance Committee in relation to the preparation and implementation of the budget, and in 

particular: 

o To monitor actual and forecast spend by each cost centre monthly and to provide reports to 

the Headteacher, Senior Leadership Team and Governing Body's Finance Committee as 

required. 

o To provide financial analysis on a regular basis including fundraising breakdowns, staffing 

analysis and costing up the curriculum delivery. 

o To provide support and financial management information to cost-centre managers on a 

periodical basis as required. 

o To provide financial information, on a monthly basis and as required additionally, to the 

Senior Leadership Team in order to support decision making. 

o To ensure that the school adopts and maintains best practice in relation to cash 

management, investment and debt management. 

o To ensure that the school maintains proper purchasing procedures in order to ensure best 

value. 

o To ensure that the school adopts and maintains best practice procedures in relation to the 

supply and management of core services. 

o To ensure that the school's financial management and information systems are maintained 

and developed to ensure that they are efficient, effective and secure and that they provide 

the level of information required both internally and externally on a timely basis. 

 

Specific duties include but are not restricted to: 

o Management of cash office functions, for example for school journeys and voluntary 

subscriptions/ contributions 

o Control of bank transactions 

o Preparation of school accounts and liaison with auditors and other external agencies 

o Administration and promotion of lettings 

o Liaison with suppliers' representatives 

o Administration of the school's insurance arrangements. 

o Management of school inventories of equipment and stock. 
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Human Resource Management 

1. To take the lead in relation to Health and Safety procedures and risk management. 

 

2. To line manage support staff as follows: 

o Premises Manager in relation to site management, including cleaning, premises, grounds  

maintenance and minor building maintenance  

o ICT co-ordinator for administrative systems  

o Headteacher's P.A. for Human Resource functions 

o Office manager for school office functions 

o Finance manager 

o Catering Manager 

 

3. To co-ordinate the appointment, promotion and management of the above staff, overseeing 

their career development and in particular: 

o To monitor the effectiveness of the support staff establishment to meet the needs of the 

school 

o To operate and monitor the school’s performance management scheme for the above staff 

and ensure the provision of training as required 

o To implement the school’s support staff performance management system 

 

4. To oversee the Single Central Record, ensuring the correct recording and monitoring take 

place. 

 

Specific duties include but are not restricted to leading and managing the following functions: 

o Administration of advertising and staff recruitment processes, pre-employment checks 

o Maintenance of personnel and general records 

o Keeping the Headteacher and Governors updated on conditions of service and related 

matters, including developments within the LA and trades unions 

o Administration of payroll and liaison with the payroll contractor, including the submission of 

all necessary documents 

o Monitoring of support staff absence and related processes 

o Issuing of staff letters of appointment   
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Information and Communications Technology 

o To support the ICT Co-ordinator in the preparation and financial management of the ICT plan, 

in order to ensure the development of (i) appropriate learning facilities and systems and (ii) 

appropriate management information systems, using funding opportunities as appropriate. 

o In co-operation with the ICT Co-ordinator, to advise the Headteacher and Senior Leadership 

Team on the implementation of the plan and in particular on any unexpected or unforeseen 

developments, shortcomings or requirements for additional funding. 

o To create and implement a disaster recovery plan for the computer system and to ensure that 

backup copies of financial and administrative data are kept safely (including offsite storage). 

o To ensure that ICT purchasing arrangements provide best value. 

o To ensure compliance with data protection and registration requirements. 

Facilities Management 

o To secure all aspects of planning and implementation of building maintenance and 

development, both routine and in relation to the school's current major building 

development. 

o To submit applications for grants to the DFE, LA and other external bodies and to apply for all 

planning and building consents as required, in conjunction with the school's architect. 

o To be the school's primary point of liaison with architects, other buildings professionals and 

inspection staff from the local authority. 

o To keep the energy policy under review and to ensure its implementation and integration with 

the school's budget planning and monitoring processes. 

o To oversee lettings management, managing contracts and securing long term lettings. 

o To ensure suitable and safe arrangements for car parking on the school site. 

Administration and Support Services Management 

o To administer the Trustees' papers and funds, including the annual financial report 

o To liaise with and support the school's fundraising assistants and the Camden School 

Association, and attend their meetings. 

o To improve administrative procedures and facilities that will maximise teacher time. 

o To support the Senior Leadership Team in relation to internal and external communications 

procedures and facilities. 

o To ensure that the telephone system is kept up-dated in relation to the school's requirements 

for internal and external communications, the availability of appropriate technology and best 

value. 

o To ensure that other forms of office and support technology are maintained in an up to date 

and efficient configuration to support the school's functions, with particular reference to 

saving teacher time. 

o To undertake a review of all current contracts for services and to evaluate them and make 

recommendations. 
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Person Specification 

Education and Training 

It is essential for the postholder to: 

o have proven commitment and interest in public sector education provision  

o have a relevant professional or academic qualification or a first degree and relevant 

management and/or financial experience  

o be able to demonstrate a continued and continuing commitment to professional 

development, evidenced through further study on one or more recognised relevant courses 

at an appropriate level  

o keep abreast of developments in public policy 

o take on professional development activity through further study 

Qualities, Knowledge and Experience 

The postholder will have experience of leadership and management relevant to the responsibilities 

of the post. In particular, knowledge or expertise in the following areas will be an advantage: 

o Ability to manage and motivate staff, including skills in relation to delegation, training, target 

setting and performance management 

o Ability to establish and maintain constructive working relationships at all levels 

o Financial management skills to support the preparation and control of the school budget and 

to enable the maintenance of all school accounts 

o Analytical skills, including the ability to interpret and summarise financial data, legal 

documents and other regulations affecting education 

o Written communication skills, including the ability to write clear reports for a variety of 

audiences and to produce minutes of meetings 

o Oral communication skills, including the ability to contribute to discussion and decision 

making in meetings and to handle difficult situations with sensitivity 

o Efficient and accurate administrative skills, including the ability to be well organised, to 

prioritise tasks and to meet deadlines 

o Proven ability to work accurately and prioritise under pressure and to meet competing 

deadlines 

o Able to interpret legislations and regulations 

o Excellent numerical and IT skills 

o Ability to maintain confidentiality 

The person appointed is likely to have experience of working in a school or similar organisation in a 

financial management role.  

 


