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	POST TITLE: Finance Manager

	OVERALL PURPOSE OF THE POST

	Supporting the Chief Finance Officer / Deputy Chief Finance Officer, in delivering robust financial management, statutory compliance, and high-quality reporting across the Trust. The postholder will have direct responsibility for financial operations across 6 academies within ACET, including line management of School Business Managers (SBMs), payroll reconciliation, and VAT claims, ensuring compliance with DfE, ESFA, HMRC, and Academy Trust Handbook requirements and effective stewardship of public funds.  

	MAIN DUTIES AND RESPONSIBILITIES

	Financial Management & Reporting 
· Prepare and review monthly management accounts for the Trust and individual academies, including variance analysis and forecasting  
· Support preparation of annual budgets and multi-year financial plans, aligned with Trust strategy and DfE guidance  
· Ensure accurate and timely posting of financial transactions across all academies  
· Monitor key financial performance indicators and highlight risks and/or opportunities to the CFO/Deputy CFO 
· Support budget holders with accurate financial information to aid effective decision-making 
· Prepare monthly budget monitoring reports for academy principals, the CEO, and other stakeholders as applicable 
· Hold termly meetings with Principals to discuss budget position 
· Update in-year forecasts to provide effective information for management accounts and to allow informed decision-making on Trust operations 
· Support academies with the preparation and monitoring of Integrated Curriculum and Financial Planning (ICFP), ensuring curriculum decisions are financially sustainable and aligned with educational priorities 
· Assist with preparation of year-end statutory accounts and liaise with external auditors  
· Support completion and submission of statutory and regulatory returns, including Budget Forecast Return (BFR) and Budget Forecast Return – Outturn (BFRO)  
· Undertake month-end reconciliations and other checks, as prescribed by the CFO, for assigned academies 
· Compile and process internal recharge journals as required 
 
Payroll Management & Reconciliations 
· Complete and review payroll reconciliations, ensuring payroll costs reconcile to the general ledger and staffing budgets  
· Investigate and resolve payroll variances, errors, and adjustments in a timely manner  
· Reconcile payroll expenditure budgets to actuals each month 
· Support workforce planning through accurate payroll reporting and analysis  

VAT & Taxation 
· Manage the preparation and submission of VAT126 claims for the Trust  
· Ensure VAT claims are accurate, complete, and submitted within required timescales  
· Maintain appropriate documentation and audit trails to support VAT claims  
· Provide guidance to SBMs and academy staff on VAT treatment and allowable expenditure  
· Ensure compliance with HMRC and DfE VAT guidance for academy trusts  

Compliance & Internal Control 
· Ensure compliance with the Academy Trust Handbook, Trust Financial Regulations, and Scheme of Delegation  
· Maintain and monitor effective internal controls, including segregation of duties across academies  
· Support internal and external audits and ensure implementation of agreed recommendations  
· Promote consistent financial procedures and best practice across all academies  
· Ensure all income and expenditure are correctly recorded in accordance with accounting policies and funding guidance 
· Determine prepayments and accruals and reconcile balance sheet accounts monthly 

Line Management of School Business Managers 
· Provide direct line management to School Business Managers across the Trust's primary academies (specifically for the academies within your portfolio) 
· Set objectives, conduct appraisals, and support professional development of SBMs  
· Ensure SBMs comply with Trust financial policies, payroll processes, VAT procedures, and reporting deadlines  
· Act as the escalation point for financial issues at academy level  
· Build strong relationships with academies, working with the CFO/Deputy CFO to hold them accountable for delivery within their agreed budgets 
· Support the CFO to ensure an appropriate induction programme is in place for new finance staff and provide excellent support for those new to the Trust/academy environment 

Procurement & Value for Money 
· Oversee procurement activity across academies in line with public procurement regulations and Trust policy  
· Monitor contracts, leases, and service level agreements  
· Promote value for money and efficient use of public funds  
· Use agreed budgets to actively monitor and control performance to achieve Best Value 


Academy & Stakeholder Support 
· Act as a key financial adviser to Principals, SBMs, and senior leaders  
· Support preparation of reports for the Board, Finance, Risk, Audit & People Committee, and Local Governing Bodies  
· Deliver finance-related training and guidance to academy staff as required  
· Deal with queries, as appropriate, supporting the Central Finance Team to ensure a positive image of the Trust is always presented 
· Share good financial practice across the Trust and academies 

Systems & Continuous Improvement 
· Support effective use and development of financial systems (IMP and XERO) 
· Identify opportunities to improve efficiency, accuracy, and consistency of financial processes across the Trust  
· Support the implementation and optimisation of financial systems 
· Contribute to the continued development of effective management accounting services and information systems 

Safeguarding & Governance 
· Uphold and promote the Trust's safeguarding and child protection policies  
· Ensure all financial activity demonstrates high standards of public accountability and ethical governance  
· Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in Education, Prevent) and the Trust's safeguarding and child protection policies 
· Promote the safeguarding of all pupils/students in the academies 
 
Other Duties 
· Be aware of, and comply with, policies and procedures relating to safeguarding, child protection, health and safety, confidentiality and data protection, recording/reporting all concerns to the appropriate person 
· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop 
· Contribute to the overall vision and values of Aston Community Education Trust 
· Attend and participate in meetings, training and learning activities as required 
· Other duties agreed from time to time 





	GENERAL

	All ACET staff are expected to:
· Appropriately maintain the confidentiality of the working environment;
· Promote and support the aims, ethos and vision of the trust;
· To comply with all ACET policies and procedures;
· To comply with all statutory guidance as relevant for their role, including the Health and Safety at Work Act 1974;
· Work in a flexible manner, undertaking any reasonable duties commensurate with the salary and grade of the post.
· Work in other ACET sites/academies, as required (with travel payment if appropriate).

The purpose of this job profile is to provide an overview of the duties and responsibilities involved in this role, however it is not intended to be exhaustive. In consultation with the post holder, this profile may be reviewed and could be subject to change during the course of employment.



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