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JOB DESCRIPTION
	Job Title:
	Finance Manager

	Grade:
	H9

	Purpose of your Role:
	To work in close Partnership with the Chief Financial Officer overseeing the Trust’s finances, and to lead the daily work of the Finance Office ensuring good financial governance in support of student achievement and the strategic priorities of the Trust

	Reporting to:
	Chief Financial Officer

	Staff Reporting to Job Holder:
	Finance assistants x 2 

	Contacts Within the Trust:
	· Trustees
· Chief Finance Officer (CFO)
· Executive Principal 
· Principals of each Academy in the Trust
· Director of Income Generation
· Teaching and Support Staff of each Academy in the Trust
· Students of each Academy in the Trust


	Contacts Outside the Trust:
	· The Department for Education (DfE), The Education and Skills Funding Agency (ESFA) and their representatives
· The Trust’s auditors
· The Trust’s bankers
· Creditors and Debtors
· Software providers (Civica, Pegasus, Wisepay etc.)
· Teacher’s Pensions and the Local Government Pension Scheme
· HMRC
· Parents and Carers of students attending the Trust’s academies


	Main Tasks and Responsibilities:
	Strategic Oversight
· To lead in ensuring the financial efficacy of the Trust and all the schools in the Trust
· To ensure compliance with statutory financial requirements of academy Trusts in line with the ESFA guidance, company and charity law and best industry practice

General Management
· To lead the Finance Function including the allocation of tasks, such that work is completed accurately and on time
· To recruit, induct, train and performance manage the Finance team
Statutory Compliance
· To prepare for the annual audit and Responsible Officer (internal audit) program of checks in line with the agreed timetable, and act in a timely fashion to any recommendations made
· To prepare statutory financial returns required by the ESFA, TPS, LGPS and HMRC (including VAT) as required
· and evidence of the Trust’s compliance with the Academies Financial Handbook or its replacement

Management Accounting
· To prepare the Trust’s management accounts on a monthly basis in line the month end timetable and the Trust’s accounting policies and explain variances to budgets and forecasts
· To support the Chief Financial Officer through providing accurate and timely budget and forecast information as needed
· To provide training, advice and support to Principals of the Trust’s academies and their budget holders, to assist them in managing their budgets
· To prepare MIS reports including budget information
· To attend Trustee and Senior Leadership Team meetings at schools in the Trust to present financial updates
· To apply best value principles

Financial Accounting 
· To operate the Trust’s bank accounts (including management of access and appropriate signatory panels) for public, private and charitable funds and reconcile on a monthly basis, including charge card payments
· To manage cash flow to ensure the Trust has adequate funds to fulfill its obligations
· To maintain and update the approved supplier list and the contracts register
· To arrange for the payment of suppliers in line with the agreed terms and conditions
· To manage the invoicing process and debt recovery
· To maintain an accurate fixed assets register and inventory
· To manage the payroll; processing the payroll on a monthly basis including payments made to HMRC, TPS and LGPS and reconciling same
· Respond to personnel payroll issues as they arise e.g. payroll queries, maternity, paternity etc.
· To manage the finance system, upload budget information and maintain accounting structures within it
· To monitor developments in accounting systems, software and equipment and make recommendations for change as appropriate
· To own, update and implement the Trust’s financial procedures in line with the Academies Financial Handbook and all other financial guidance issued by the ESFA, and best practice
· To hold financial and non-financial records securely and dispose of according to requirements and regulations
· To manage grants received by the Trust in accordance with their terms including 16-19 bursary funds
· To be responsible for the financial oversight of trips
· To manage the funds of the Trust’s registered charity and prepare year end accounts for the same
· To oversee the expense claims process

Other Duties
· To perform other reasonable duties within scope of skills as directed by line manager
· To be responsible for safeguarding and promoting welfare of children


	Knowledge, Experience and Training:
	· Relevant accounting qualification and understanding of accounting principles relevant to corporate finance
· Extensive experience of operating accruals accounting systems
· Ability to work to tight deadlines
· Extensive experience of using spreadsheets
· Experience in using Microsoft Word
· Ability to securely hold highly confidential information
· Experience of running payroll with an understanding of the rules and regulations and best practice relating to taxation, pensions, national insurance, etc.
· Responsibility for own self development, including keeping specialist knowledge up to date
· Strong management skills including ability to be self driven and solutions focused
· Evidence through CRB check and recruitment process of suitability for working with children


	Other Specific Duties

· To continue personal development as agreed at appraisal reviews
· To engage actively in the appraisal review process
· To address the appraisal targets set by the line manager each Autumn Term
· To play a full part in the life of the Trust and its Academy communities; to support its distinctive aim and ethos and to encourage staff and students to follow this example
· To comply with the Trust’s Health and Safety policy and undertake risk assessments as appropriate
· To show a record of excellent attendance and punctuality
· To adhere to the Trust’s Dress Code
· To undertake any other reasonable duty delegated by the Chief Financial Officer
· Responsibility for safeguarding and promoting welfare of children
· Others duties which may arise from the use of the Trust’s estate and facilities




Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

Upon signing this contract you confirm your agreement that your hours may exceed those in regulation 4 (1) of the Working Time Regulations 1998.

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

The Trust will endeavor to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This job description is current at the date shown, but following consultation with you, may be changed by Trustees to reflect or anticipate changes in the job which are commensurate with the salary and job title.


AGREED BY: ________________________________  (Job Holder)	DATE: 


AGREED BY: ________________________________  (Line Manager)	DATE: 
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