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	Role
	Finance Administrator

	Reporting to
	Chief Finance Officer/ Purchase Ledger Controller 

	Direct reports
	n/a



	Trust Values
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	The Role
	Reporting to the Chief Finance Officer, you will be working within the Trust’s central finance team which is responsible for supporting 15 academies currently. 

The role is to assist with the day-to-day running of the Purchase Ledger. You will be a key part of the Central team, working together closely to ensure the integrity of the daily operating controls, key performance indicators, and forecasts. 


	Key responsibilities 

	1. Process supplier invoices for payment, ensuring invoices are accurately recorded and scanned onto the finance system.
2. Prepare and process BACS payment runs in line with Trust procedures, carrying out appropriate checks and liaising with finance colleagues to confirm availability of funds.
3. Support finance colleagues with month-end activities as required, including the preparation and posting of routine journals (e.g. cash receipts, direct debits, VAT, accruals, and prepayments).
4. Assist with performing key control account reconciliations in accordance with the month-end timetable.
5. Maintain accurate records of contracts and leases, ensuring all relevant details are recorded on the finance system and notifying budget holders in advance of renewal or termination dates.
6. Support compliance with HMRC, ESFA, and other regulatory requirements by following established finance procedures and assisting with audit preparation and follow-up actions.
7. Use the Trust’s financial systems (including PS Financials), other IT applications, and Microsoft Office (particularly Excel) to maintain accurate financial records and produce routine reports.
8. Assist with the maintenance and continuous improvement of finance systems, processes, and documentation, contributing to accuracy and efficiency.
9. Provide support with the onboarding of new academies, including assisting with finance system setup and supporting staff with finance processes and procedures.
10. Support procurement and purchasing processes by ensuring transactions follow Trust procedures and Best Value principles.
11. Maintain organised financial records and documentation to support internal controls, reporting, and audit requirements.

	Person Specification
	Desirable/ Essential

	Qualifications and Training
	· GCSE (or equivalent) in Maths and English, Grade C/4 or above
· Evidence of continuous professional development.
	E

D


	Experience
	· Experience of working in a finance or accounts administration role 
· Experience of working in an education or public sector environment 
· Experience of processing invoices, payments, or financial transactions
· Experience of working with finance systems or accounting software (PS Financials) 

	D

D

E

D

	Knowledge and Skills
	· Ability to carry out finance administration tasks accurately and in line with procedures
· Good attention to detail and accuracy when handling financial data
· Ability to use IT systems, including Microsoft Office (particularly Excel), to support finance tasks
· Ability to organise and prioritise workload to meet deadlines
· Ability to follow financial controls and confidentiality requirements
· Basic understanding of financial processes such as invoicing, payments, and reconciliations
	E


E

E

E


E

E




	Personal Qualities
	· Reliable and methodical, with a conscientious approach to work
· Excellent communication and interpersonal skills.
· Able to work effectively as part of a team and build positive working relationships
· Willing to learn and develop skills within a finance environment
· Able to use initiative appropriately while knowing when to seek guidance
· Demonstrates integrity, discretion, and professionalism when handling confidential information
	E

E

E

E


E

E



	All roles within the Trust will be responsible for the following: 


	

	Safeguarding
	· Promote the safety and wellbeing of pupils across the Trust in line with statutory safeguarding guidance (including KCSIE) and Trust safeguarding and child protection policies.

	Health and Safety
	· Take responsibility for the safety of yourself and others around you.
· Report any accidents, incidents, or near misses in line with Trust polices and processes.

	Policy and compliance
	· Comply with Trust policies, processes, safeguarding protocols, and legislation at all times, escalating concerns to HR/ Designated Safeguarding Leads.
· Assist, as requested, with the review and update of departmental policies and training materials to ensure they reflect best practice and current legislation

	Systems and processes
	· Proficient in the use of I.T software (MS Office, Outlook calendars, SharePoint, Teams etc.) and data management systems.
· Use systems effectively to maintain accurate records, support reporting, and enable efficient service delivery.

	GDPR
	· Maintain accurate records ensuring data integrity.
· Protect confidentiality of data and individuals at all times.

	Training and (CPD)
	· Undertake all mandatory training (including refresher training) as required. 
· Attend relevant staff meetings and training days (including INSET where applicable).

	General 
	· Embed and uphold Trust values, modelling professional behaviours in all interactions.
· Work independently and collaboratively, managing competing priorities effectively
· Contribute to achieving objectives that support the Trust’s strategic goals
· Be open to organisational change and support new initiatives.
Demonstrate a positive, adaptable, and professional approach to work
· Willingness and ability to travel independently to attend meetings/ training/ provide support as required.


	Equality Diversity and Inclusion
	· Promote equality of opportunity and inclusion and challenge discrimination in line with Trust values and policies.

	Please note, this is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that you will be expected to carry out. The postholder may be required to do other duties appropriate to the level of the role, as directed by the head or line manager.
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