
 
 

EVERY CHILD.  EVERY OPPORTUN ITY. 
 
The International School Aberdeen is an independent day school, specialising in offering an 
internationally recognised co-educational pre-kindergarten through secondary school 
education for students of all nationalities.  International School of Aberdeen is a business 
name of The International School of Aberdeen Educational Trust Limited; registered in 
Scotland with Company No. SC071126; Registered Office at Johnstone House, 52-54 Rose 
Street, Aberdeen AB10 1HA, Scotland; Charity Registered in Scotland with Charity No. 
SC007756 
 
Job Title:  FINANCE MANAGER 

Starting 30 March to Mid-April 2020, latest 
 
Salary/Benefits: Competitive plus Benefits, commensurate with qualifications and 

experience 
 
Hours of Work:  40 per week; 0830-1630 Monday to Friday 
 
Qualifications:  Qualified Accountant essential (eg Member of ICAS, CIMA, ACCA) 
   Experience within Education sector desirable, but not essential 

 
Job Purpose & 
Major Tasks:  See attached Job Description 
 

Successful applicants are required to apply for membership of the Disclosure 
Scotland PVG Scheme; expense will be met by employer. 

 
Application: The vacancy notice will be withdrawn once an applicant has been appointed.   

Candidates should send a cover letter, curriculum vitae, and copies of 
qualifications, to: 

 
 Mr Nicholas Little, Head of School, The International School 

Aberdeen, Pitfodels House, North Deeside Road, Pitfodels, Cults, 
Aberdeen AB15 9PN, Scotland.  Email: admin@isa.aberdeen.sch.uk; 
website: http://www.isa.aberdeen.sch.uk  

 
 

mailto:admin@isa.aberdeen.sch.uk
http://www.isa.aberdeen.sch.uk/


International School Aberdeen Job Description: Finance Manager 
 
General Introduction 
All ISA employees are expected to work toward the school’s vision of providing “excellence in education 
and exceptional care for every child.” They should work in a professional and collegiate way to support the 
school’s guiding statements and exemplify its values.   
 
Position Overview 
The Finance Manager assists the Head of School in: 

• Managing the financial affairs of the School, including the complete accounting function within the 
parameters established by the Board of Trustees and the Policies of the Board; 

• Maintaining ongoing supervision of the buildings, grounds and maintenance to assure expected 
functioning and appearance of the plant and equipment; 

• Directing the purchasing activity in a business-like way to provide supplies and equipment 
necessary for the functioning of the School; 

• Assuming responsibility for budget development and long-range financial planning. 

Reports to: Head of School 
 
Breakdown of Responsibilities 
The Operations Manager is expected to work toward fulfilling the spirit of his/her role.  The items below 
are not a comprehensive checklist of all possible actions they may take to achieve this, and serve as 
guidance only. 
 
Financial Management 
The Finance Manager is responsible for overseeing the daily operations of the Business Office, including 
but not exclusive to:   

• Managing cash and cash flow 
• Billing and invoicing; 
• Posting and collecting of accounts receivable; 
• Posting and payment of accounts payable; 
• Recording and depositing of cash receipts; 
• Maintenance of necessary ledgers and preparation of periodic financial statements; 
• Preparation of UK Payroll and Expat Payroll, and related reports to UK and US Governments; 
• Preparation of monthly management accounts and analysis of financial information; 
• Preparation and presentation of Annual Budget to the Board, and preparation of Revised 

Budget once enrolment of current year is established; 

Audits, Communications and Financial Planning 
• Supervise the preparation of financial data to provide audit trails and supporting material for 

preparation of the Annual Audit; 
• Communicate with companies and parents concerning general financial information or individual 

account problems, including the collection of past-due accounts; 
• Invest surplus funds, when available, in short-term securities to maximise interest income; 
• Investigate and negotiate outside financing as required; 
• Be knowledgeable on tax laws as these affect the School to ensure compliance with the law; 
• Advise the Head of School as and when to restrict purchasing in light of budgetary restrictions; 
• Attend and present financial information at monthly Board of Trustees meetings. 

 



Personnel Administration 
The Finance Manager is responsible for the effective management of the Business Office, and oversees the 
financial aspects of human resources.  Specific responsibilities include but are not limited to: 

• Recommending numbers of personnel required to satisfactorily perform all functions in the 
Business Office 

• Supervising staff, ensuring they receive annual performance appraisals and adequate training as 
and when required; 

• In conjunction with the Head of School, developing and keeping current the employee benefit 
package for adoption by the Board of Trustees; 

• Ensuring all employees are issued with Contracts of Employment and are made aware of eligible 
benefits. 

 
Building and Grounds Administration  
The Finance Manager works with the Facilities manager to 

• Ensure all maintenance contracts required for the buildings and grounds are in place, up to date, 
and cost effective; 

• Organise contracts for major repairs that cannot be adequately cared for by the maintenance staff; 
• Periodically inspect plant and equipment for cleanliness and state of repair with the assistance of 

the custodial staff; 
• Participate as directed by the Head of School and School Board in new construction or renovation 

of facilities. 
• Develop insurance coverage, based upon current valuations, for plant, equipment, vehicles and 

liability; 
• Adopt liability plan of sufficient limits to protect Trustee Directors and employees in the event suit 

is brought against them. 
 
Purchasing Function 

• Process purchase requisitions as received after determining such requisitions will not cause the 
department to exceed budget; 

• Meet with sales representatives to review new or improved products and services of interest to the 
School; 

• Secure quotations on major equipment needs and annual purchases; 
• Follow-up with vendors to assure prompt delivery. 
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