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JOB DESCRIPTION
	Job Title:           Financial controller

	Location:
    Astoria gardens, upper newtownards road, belfast

	Reports to: 
    School Business Manager

	1. JOB PURPOSE
The School seeks to appoint a Financial Controller who will work with the Principal and will report to the Business Manager in order to ensure the effective and efficient financial management of the School. He/she will be fully committed to the ethos of the School and will take a lead role in the efficient administration of the School in particular in respect of effective financial management and control. The Financial Controller will lead the finance team in their various delegated roles and responsibilities, providing appropriate guidance and support and ensuring appropriate allocation of duties between staff.


	2. ORGANISATIONAL CHART


	3. Dimensions

Staff:-  Direct reports 2 ; 
Other:- Mobile phone supplied


January 2012
	4. Principal Accountabilities

· ensuring maximum use is made of the computerised accounting system for the benefit of the

           School;

· updating financial policies and procedures manual as required;

· responsibility for maintaining computerised accounting records and systems including:

· preparing and posting monthly computer journals/general ledger postings to meet

specified deadlines;

· ensuring timely and accurate preparation of monthly bank account reconciliations and

control of bank and cash balances;

· controlling bank and cash balances and ensuring that effective banking arrangements are

in place with respect to income, investments and payments and maintaining trust fund

accounts;

· ensuring all aspects of payroll administration including pension provision;

· overseeing credit control and bad debt management; and

· carrying out key monthly control account reconciliations including fees and creditors.

· ensuring the School follows the relevant procurement rules pertaining to public bodies;
· ensuring invoices are paid on time and the School gets good value for money;

· preparing Financial Statements and Accounts including as required by DE;

· preparing overall budgets and monthly management accounts for submission to the Board of

Governors;
· preparing and maintaining departmental budgets and associated reports including regular departmental statements to budget holders;
· establishing and maintaining an effective relationship with the Department of Education and

auditors to ensure that the financial needs and interests of the School are efficiently and

effectively met;
· ensuring all revenue grants to which the School is entitled are received;

· applying for available and relevant grants;

· preparing relevant returns to the DE, Charities Commission and other relevant stakeholders;

· securing and sustaining effective relationships with other School staff and external agencies

involved in the financial management of the School;

· attending meetings of the Finance Committee and the Board of Governors when required;

· controlling revenue and capital expenditure and ensuring it is kept within the authorised

budgets both for the School and for individual budget holders;

· day to day supervision of the work carried out by other finance staff and ensuring

appropriate allocation of duties between staff, ensuring as far as possible appropriate

segregation of duties among staff;

· liaising with the School's auditors and responding to such recommendations for

improvement as may be identified by the School’s auditors;
· securing adequate and competitive insurance cover and security; and

· such other duties as may be required.



	5. Planning and Organising

The post holder is expected to plan, co-ordinate and prioritise the above activities to support the smooth and efficient running of the School at all times referring to the Principal and / or other staff only as required.



	6. Decision Making
· Day-to-day operational decisions in relation to the post holder’s areas of responsibility.
· Allocate financial and staffing resources within the finance team and the parameters of the post.
· Assist with the interpretation of new legislation, guidance and initiatives as to their relevance and impact on the operation of the School. This will include DENI circulars, employment legislation and BELB directives.
· Make recommendations for improvements and highlight areas of concern.


	7. Internal and External Relationships
The post holder is expected to meet regularly with the School Business Manager to ensure effective financial management.
The post holder is expected to develop effective relationships with other Bloomfield Collegiate School staff, parents and pupils and also to develop partnership working relationships with external agencies and organisations to ensure a co-ordinated approach to achieving the School’s aims and objectives.

The post holder is also expected to represent and promote Bloomfield Collegiate School externally on matters relating to the School.




	8. PERSONNEL SPECIFICATION – KNOWLEDGE, SKILLS AND EXPERIENCE NEEDED
Essential Criteria

Desirable Criteria

Qualifications

A degree or relevant professional qualification

Qualified or part qualified accountant
2:1 degree in a finance related discipline

Experience 

Experience of managing and supervising staff

Relevant experience (at least 1 year) within the last 5 years in a similar financial management role
1 year working in a similar role within the education/charity sector

Experience of preparing and processing payroll within a large organisation

Skills and Qualities

Excellent communication and reporting skills
High level IT literacy (MSOffice including Word and Excel, internet)

Ability to work well with people at all levels

Ability to prioritise tasks and to work on a number of projects simultaneously
Experience in operating computerised accounting packages

Commitment to the ethos of the School
Strong leadership and teambuilding skills.
Commitment to a culture of continuous improvement
Ability to analyse complex facts and information
Knowledge and Understanding

Some understanding of personnel/legal issues within the education sector

A demonstrable knowledge of the education system in Northern Ireland including knowledge of the legislative and regulatory framework.



	9. Environmental/ Physical Conditions

Shared office-based at Bloomfield Collegiate School.


	10. Special Features
The post holder must be flexible to meet the needs of the School, working the hours necessary to accommodate the full demands of the post and to respond to emergency situations.
Hours of work – 25 hours per week (start and finish times negotiable):  to include Friday afternoons. 
Lunch break is 30 minutes per day.
There may be times when you will be required to work outside of these hours and time off in lieu will be given.  Flexibility during School holiday periods may be considered.
Leave allocation will be 35 days (to include statutory and General holidays) increasing to 40 days after five years service.  Holidays must be taken outside term time.
SALARY SCALE: (NJC 35 to 37)  £29,236 - £30,851 (pro rata).
The School operates the NILGOSC Superannuation Scheme.
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