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Finance Officer (Payroll & Accounts Payable)
Job Description
Purpose of the job
To support the Trust Finance Director and the Trust Finance Manager to provide effective and efficient management of the Trust’s finances. 

Reporting to
Trust Finance Manager  

Pay Scale
L5A 


Main responsibilities
· Payroll Processing (to be undertaken with the guidance and support of the Trust Finance Manager as required)
· Monthly collection of data from the three academies and central function.
· Monthly submission of payroll information to 3rd party payroll provider, preparing submission sheet and collating relevant information to agreed deadlines.
· Check the payroll reports when returned (with a final review by Trust Finance Manager before submission to academies).
· Prepare relevant reports for approval by Headteachers.
· Prepare other relevant payroll reports (pension and spine reports).
· Prepare payroll reconciliation.
· Prepare payroll journals received from payroll provider and post these journals to the Trust’s accounting system (Xero).
· Prepare variance analysis of actual monthly payroll costs to budgeted with supporting commentary.
· Resolve complex pay related matters, engaging with the 3rd party payroll provider as required to advise on or administer solutions.
· With the support of the Trust Finance Manager, deal with regular and one-off workflows relating to the Teachers’ Pension Scheme and Local Government Pension Scheme.
· Accounts Payable
· Processing of purchase orders (POs), invoices, employee expenses across the Trust using the Accounts Payable workflow system (Planergy).
· Ensuring purchase orders and invoices and payments are processed in accordance with the Trust’s policies and paid within the correct timeframe.
· Working with the other Finance Officer(s) to handle supplier related queries, POs, invoice postings, checking authorisation and reconciliations.
· Other/General
· Supporting the other Finance Officer(s) in administering receipts and payments on the online banking system.
· Reviewing and ensuring correct postings on the Trust’s accounting system and supporting on any reconciliations and analysis as required
· Supporting colleagues in the finance department to meet certain reporting deadlines as well as the annual audit.
· Undertake other tasks and ad-hoc projects as reasonably required by the Trust Finance Director and Finance Manager.
· Attend and participate in regular meetings, training and other learning activities, as required.

Safeguarding responsibilities
· Promote and safeguard the welfare of all children and young people within the Trust.
· Uphold public trust and maintain high standards of ethics and behaviour, within and outside school by:
· treating students with dignity, building relationships rooted in mutual respect, and at all times observing proper boundaries appropriate to the school environment;
· promoting and safeguarding students’ wellbeing;
· showing tolerance of and respect for the rights of others and promoting a culture of inclusion.

General responsibilities
· Have a proper and professional regard for the ethos, policies and practice of the Trust.
· Have an understanding of, and always act within, the relevant professional standards and statutory frameworks.  This includes those relating to Health & Safety, security, confidentiality and data protection.  

Please note that this is illustrative of the general nature and level of responsibility of the role and not a comprehensive list of all tasks. The postholder may undertake other duties appropriate to the role.  This job description may be subject to amendment at any time after consultation with the postholder.

Person Specification 
	[bookmark: _Hlk94628137]Qualifications and Experience
	Essential
	Desirable

	Office and administration experience
	
	

	Previous experience working in finance, accountancy or bookkeeping
	
	

	Experience of payroll processing
	
	

	Experience of the Teachers’ Pension Scheme and Local Government Pension Scheme
	
	

	Experience of working in schools/academy trusts
	
	



	Professional Knowledge & Understanding
	Essential
	Desirable

	Ability to communicate with all levels of staff in a confident, calm and professional manner
	
	

	Excellent numeracy and literacy  
	
	

	Ability to handle sensitive & confidential information appropriately
	
	

	Good proficiency using MS Office, particularly Excel
	
	

	Experience of using accounting/finance systems (the Trust uses Xero) and/or Accounts Payable workflow systems
	
	



	Personal Qualities and Skills
	Essential
	Desirable

	Excellent attention to detail
	
	

	Sympathetic to the needs of the Trust community
	
	

	Has an openness to learning and continuous improvement
	
	

	Co-operative and flexible
	
	

	Well-organised and committed to high standards
	
	

	Is patient, with a positive approach
	
	

	Able to manage own workload and priorities 
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“One community. Many ideas. Everyone’s future”
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