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This Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment

	
Job Title and Grade
	
Trust Payroll and Finance Officer – Grade G/H depending on experience (32 hours/52 weeks)


	
Department or area
	
Coombe Academy Trust Finance Team 


	
Responsible to: 

	
Director of Finance 

	Contribution to performance 
reviews:

	Director of Finance

	
Purpose of the post
	
To provide full support to the Director of Finance in managing an effective payroll and finance function. Ensuring all financial transactions of the Trust are recorded accurately, in a timely manner, adhere to the Trust’s financial regulations and procedures and comply with HMRC and pension legislation. Although the duties outlined below would generally be assigned for specific school(s) within the Trust, the post will be based within the central team and may be expected to carry out these tasks for other schools where needed.


	
Professional Values and Practice
	
· Staff demonstrate high expectations of all pupils; respect their social, cultural, linguistic, religious and ethnic backgrounds; and are committed to raising their educational achievement.
· Treat pupils consistently with respect and consideration and are concerned for their development as learners.
· Demonstrate and promote the positive values and attitudes they expect from their pupils. 
· Communicate sensitively and effectively with parents and carers, recognising their roles in pupils' learning and their rights, responsibilities and interests in this.
· Understand the contribution that all staff and other professionals make to teaching and learning.
· Contribute to, and share responsibility in, the corporate life of the school. 


	
Main Tasks and Responsibilities

	
Payroll and Pension Schemes administration (Lead for Coombe Girls’ School and Robin Hood Primary School)
Be responsible for all aspects of payroll and pension processing for two schools within the Trust To include: 

· Manage establishment changes using the budget planner system, ensuring all known timelines are set up.
· Ensure establishment changes feed through accurately to the payroll system and process any variable changes directly into the payroll system.
· Undertake all the necessary checks for accuracy, completeness, and compliance prior to authorising the payroll. 
· Ensure compliance with all pension scheme regulations and deadlines including the Teachers’ Pension Scheme (TPS), the Local Government Pension Scheme (LGPS) and auto-enrolment.
· Prepare monthly schedules for pension deductions and submit to TPS /LGPS by the required deadline.
· Prepare monthly schedules for all other voluntary deductions from pay. 
· Prepare monthly analysis of pay and reconciliation of payroll to the g/ledger
· Process journal for salary costs.
· Deal with pay queries from staff, HMRC and all pension schemes.
· Produce annual pension returns for LGPS and TPS, including any working papers required for audited returns.
· Keep up to date with HMRC and pension legislation.

Financial Operations (Lead for Coombe Girls’ School and the Trust central team )
· Monitor monthly spend for IT licenses, operating leases and catering costs to assist with the budget monitoring and forecasting process. 
· Contribute towards the efficient running of the purchase, sales and parent payment systems to include:
· Process payment runs for direct debits and business card through the purchase ledger.
· Post weekly receipts from parent payment system (Arbor) 
· Post sales ledger receipts
· Raising ad hoc sales invoices as directed
· Ensuring procurement of services achieves value for money, is spent in accordance with the funding agreement and complies with the Trust’s financial regulations and the Academy’s Financial Handbook
· Provide support to school led finance officers and assist with unresolved queries. 
· Monitor and record all grant income. 
· Review and approve school trip costings and monitor income against expenditure.

Other Tasks
· Prepare working papers to support the financial statements and Academies Accounts Return  as designated by the Director of Finance.
· Keep abreast of changes in financial regulations, legislation and academy financial framework.
· Provide ad hoc payroll or other financial information to the Director of Finance as and when required.
· [bookmark: _30j0zll]Any other duties commensurate with the grade that may be reasonably assigned by the Director of Finance. This may include reasonable cover or support for any of the duties of other Trust senior finance officers of the same grade, even if the task is not specifically on this job description.


	
School Improvement Plan Focus
	
To action relevant aims of the School Improvement Plan in line with school strategic direction as indicated by Line Manager

	
Appraisal 

	
Participate in any arrangements within an agreed national framework for the appraisal of performance. 

	
Key Internal Relationships

	
Director of Finance and finance team, Headteachers and SLT, budget holders, heads PA/HR manager

	
External Relationships

	
External and Internal auditors, financial systems support (Hoge), Payroll and Budget planner system support (TES), HMRC, LGPS and TPS pension scheme administrators, Bankers

	
Resource Responsibilities
	
n/a

	
Budget Responsibilities

	
n/a

	Health and Safety /Child
Protection

	
Ensure health and safety and child protection regulations are observed at all times 



Terms of Employment

Time
The job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so construed. 

Undertaking other duties as may reasonably be expected 
NB This job description is not necessarily a comprehensive definition of the post. It will be reviewed regularly and may be subject to modification or amendment after consultations with the post holder.
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