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Executive Finance and Operations Manager
Job Description
The Executive Finance and Operations Manager is responsible to the Carterton School Board of Trustees but works as an employee on a day to day basis with the Principal. 
Major Functions of the Finance and Operations Manager

1. Secretary/Treasurer for the Board of Trustees.

2. Manage the Financial operations of the school.

3. Manage administrative aspects of Property matters – new development and maintenance.

4. Work in a professional manner in all areas of the job description.
5. Communicate in a professional and friendly manner in all areas of the Job Description.

6. Carry out secretarial/reception functions as directed by the Principal.

7. Assist the Principal in such a way that important functions can continue when the Principal is not available.
8. Provide PA support for Principal.

Objectives

1. Prepare all papers for Board meetings and action any items allocated from the meeting with appropriate timing.

2. Accurately report to the Board all financial matters as appropriate including a monthly report of the financial position of the school accounts.

3. Monitor all staff salary payments made from bulk grant and keep appropriate records with the Principal.

4. Facilitate property development and maintenance in both buildings and grounds.
A.  Meetings
1. Daily meeting with Principal

2. Attend all Property and Finance meetings.

3. Prepare and circulate in advance of the monthly BOT meetings:

· An Agenda (in consultation with the Principal).

· Correspondence – inward and outwards.

· Financial Statements.

· Reports from Board Committees.
· Reports from Principal
B.  Finance

1. Good working knowledge of Xero (or other accounting programme).

2. Good working knowledge of Excel.

3. To be responsible for keeping and accounting for all financial matters.

4. Arrange meetings with the Finance Committee as per the BOT meetings timetable.
5. Ensure that all budgets are adhered to and provide advice where necessary.

6. Prepare monthly financial reports, check against budgets, note any overspend.

7. Prepare and file monthly GST returns.

8. Prepare updates of ledger/budgets for the Principal and staff at the beginning of each term and on request.
9. Liaise with Auditor and give all information as requested during yearly financial audit.
10. Assist Accountants to present a full set of annual accounts at the end of the financial year for Annual Report.
11. Work with the Principal and BOT to prepare an annual budget for Board ratification.
12. Actively look for extra funds for the BOT ie. Grants, advertising, donations, sponsorship etc.

13. Maintain Asset Register on Xero.

14. Manage leased laptops for the Principal and Teachers.
C.  Property

1.
In conjunction with the Principal, Caretaker and BOT arrange property 

works 
approved by the Board, both new works and property 

maintenance.
2.
Arrange meetings with the Property Committee as per the BOT 


Meetings Timetable.

D.  Novopay Salary System

1.
Enter support staff extra hours – from Principal’s wage diary.
2.
Enter staff sick leave and general leave – from Principals wage diary.

3.
Print SUE report each fortnight and check wages/leave have been 


actioned.
4.
Notify Principal of any anomalies.

5.
Give SUE report and wage diary to Principal to check.
6.
Ensure there is enough money in the ASB current account to cover 


fortnightly wage payment.
E.  General

1. Good working knowledge of Word.

2. Manage Principals Calendar.

3. General PA work as required by Principal, eg filing, typing of meeting notes etc.

4. Act as back-up to assist the Office Manager with reception, telephone and other office duties when required.
5. Ensure the Office Manager has sufficient knowledge to manage basic financial operations in the absence of the finance and operations manager.
6. Provide the Board with information they may require on the following:

· Education Acts and Regulations

· Collective Employment Contracts

· School Trustees Act

· Employment Relations Act

· Health and Safety in Employment Act
7. Perform other duties as directed by the Board.
8. Work in close liaison with the Principal on all matters connected with the Administration role which the Principal and/or Office Manager need to be aware of.

9. Work positively in support of the Principal and in such a way that the Principal can have total trust and confidence in all office operations and confidential school business.

10. Be a competent computer operator and to carry out associated duties as required, e.g. correspondence.

11. Administer first aid and deal with sick/injured children when required.

12. Assist Office Manager when required to enroll children as they turn five or arrive from other schools.

13. Hall/staffroom booking system – Assist Office Manager to keep the booking system up to date.  Send out invoices at the end of each term when necessary.
14. When required, keep student movement sheet (kept in Office Managers office) up to date by signing in and out any student who arrives late or leaves early during the school day.  
15. Collect mail from Post office box each morning. Open all mail and distribute to teachers/staff where necessary.  Share all other mail with the Principal at daily meeting.

16. Post mail.

17. Monitor staffroom supplies.  Re-stock coffee, tea etc when necessary.  Purchase from New World Supermarket.  Use Order form.

18. Liaise with Principal to provide lunches and/or morning teas for teacher only days, meetings etc.  Order and collect food.  Prepare and present as required.
Conditions of Employment

1. This position is subject to the current provisions of the NZEI “Support Staff in Schools Collective Agreement” employment contact. 
2. Hours of work shall be 9am to 1pm - 20 hours per week – Term time only.  Some holiday work 
3. Salary (from Support Staff Collective Agreement): Administrative Scale – Grade D:  from $24.70 per hour.
4. Annual Appraisal.  There will be an annual appraisal and review of the position where performance in the job, the job description and the salary will be reviewed by both parties.
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