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STEPHENSON (MK) TRUST 
 
JOB PROFILE 
 

 
POST TITLE:		                   Trust Finance Officer
	
LOCATION: 	                       Central Services 
	
RESPONSIBLE TO:                   Trust finance manager/Accountant

WORKING PATTERN/HOURS: 42 weeks, 37 hours per week, Monday to Friday

GRADE:	                  NJC point 11-16 £29,070 – £32,046 (FTE)
			Actual: (£27,167,227 - £29,948) pro rata salary

 
JOB PURPOSE 
 
The Trust Finance Officer plays a key role in supporting the effective financial management and administration of the Trust. Working under the direction of the Trust finance manager and CFO, the postholder will ensure the efficient operation of day-to-day Trust purchase ledger, financial processes, compliance with Trust policies and procedures, and adherence to the Academy Trust Handbook, legislation and charity regulations. This role involves working as part of the Central Trust Finance team managing the financial operation of all schools alongside the CFO and Trust Finance Managers.

The role provides operational financial support to Academy finance officers and budget holders and support staff, acting as a key link between the Academy, the central finance team and operational team. The postholder will contribute to the delivery of high-quality financial management, procurement, reporting and administrative support that enables the Academy to achieve its educational and strategic objectives.
As part of the Trust’s central finance structure, the Finance Officer will support a culture of collaboration, accountability and continuous improvement across all areas of financial and operational practice.

KEY RESPONSIBILITIES

Financial Management and Budget Support
· Support the CFO and Trust Finance Manager in the delivery of Trust financial and operational objectives.
· Assist budget holders with financial planning, purchasing and budget monitoring activities.
· Ensure all purchasing and procurement activities comply with Trust financial regulations, policies and delegated authority limits.
· Provide guidance and support to staff on purchasing procedures, preferred suppliers and value-for-money principles.
· Support the preparation, monitoring and forecasting of Academy budgets, working alongside the Trust Finance Manager, School Business Manager and school finance officers to prepare and monitor Academy budgets, preparing monthly budget monitoring reports and scrutinising budget variances.
· Development and review of multi-year budgets linked to Academy strategic and operational plans, estates strategies, asset replenishment cycles, and the Trust long term plans.
· Undertake month end processes, this includes preparing draft budget monitoring reports, including variance analysis with explanatory narratives and control account reconciliations for review by the Trust Finance Manager. Update financial dashboards and reconciliation tools as needed.
· Complete monthly budget monitoring reports and provide financial information to Academy leaders.
· Support the preparation of statutory and Trust financial returns.

Financial Processing and Control
· Ensure all financial transactions are processed accurately and in a timely manner.
· Undertake routine processing of orders, invoices, and credit notes, petty cash transactions, direct debits, remittances, ensuring appropriate approval and paperwork is obtained.
· Ensuring all financial transactions are correctly coded to our chart of accounts to allow accurate monitoring of income and expenditure.
· Support the purchase ordering and goods receipting processes through the Trust’s finance systems.
· Resolve invoice, supplier and purchasing queries in collaboration with the central finance team.
· Investigate financial discrepancies and support corrective actions.
· Set up new supplier account details on the finance system, ensuring all compliance checks have been completed and authorised 
· Prepare monthly bank reconciliation information, including direct debits and credit card transactions.
· Support the smooth operation of purchase and sales ledger functions.
· Maintain accurate financial records and supporting documentation.
· Contribute to the month-end close process by preparing and maintaining key sections of the finance workbook.
Financial Management/Controls 
· Support in the preparation of the monthly management accounts in conjunction with the Trust finance Manager, School Business Manager and Finance Officer. 
· Complete BACS runs, monthly control account reconciliations and year-end accruals 
· Complete month-end planning and reporting cycle for Purchase and Sales ledger including balance sheet reconciliations, producing timely, quality variance reporting and analysis for the Finance Manager 
· Monthly credit card and Bank reconciliation Preparation. 
· Monthly review of the Purchase ledger, sales ledger and balance sheet 
· Continuous development of internal financial controls. 
· Support with year-end processes, including budgeting and audit. 
· Lead contact for purchase and sales ledger, ensuring action plans are developed and implemented to improve the financial practices. 

 
 
Operational Compliance 
· Attend and participate in finance meetings held with School Business Managers and Finance Officers 
· Preparation of monthly budget monitoring reports for SBMs and Finance Officers to complete. 
· Support Head of Operations and IT Manager in maintaining the contract registers  
· Support the Finance Manager with updates to the working budget to reflect the current position. 
· Work with Estates and IT leads to develop, implement and monitor rolling 5-year plans. 
· Completion of monthly payroll postings and reconciliations. Producing exception reports for review. 

Month-end reporting 
· Support the Academy finance officers, ensuring adherence to Trust procurement policy and financial scheme of delegation. 
· Challenge budget holders and staff with regard to purchasing, credit card use and purchasing decisions 
· Complete month-end checklists, reconciliations and compliance, whilst promoting best practice with regards to financial procedures and controls and ensure adherence to these 

General Support Function 
· Ensure the smooth functioning of the purchase and sales ledger, ensuring postings are accurate.
· Lead on purchase ledger queries. 
· Ensure Purchase ledger and Sales ledger are VAT compliant, adhering to best practice and ensuring VAT codes are applied correctly and consistently. 
· Assist with the creation of reports and financial guidance documents. 
· Keep abreast of funding and legislative changes and provide Academies with high calibre financial insight 
· Maintain confidentiality at all times in respect of Trust related matters and prevent disclosure of confidential and sensitive information 
· Undertake any other duties of a similar level and responsibility as may be requested by the CFO and senior leadership team 


Compliance, Audit and Governance
· Uphold strong internal controls across all financial processes. Maintain fidelity to and compliance with all Trust policies and regulations. 
· Monitor compliance with the Academy Trust Handbook, funding agreement requirements, and the Trust’s own financial policies. 
· Conduct periodic internal checks (spot audits) on school financial records and processes (e.g. procurement, expenses) to ensure adherence to procedures. 
· Support with the implementation of any improvements identified by internal or external audit
· Ensure compliance with the Academy Trust Handbook, Trust financial regulations, legislation and charity law.
· Support internal and external audit programmes and provide evidence as required.
· Coordinate Academy-level audit activity and monitor the implementation of agreed actions.
· Maintain contract, subscription and licence registers to support financial planning and compliance.
· Maintain accurate records of financial commitments and contractual obligations.
· Support the development and continuous improvement of financial controls and procedures.


Asset and Operational Management
· Monitor and record asset acquisitions, disposals and transfers.
· Maintain the Academy contract register and associated documentation.

Administrative and Operational Support
· Attend Academy and Trust finance meetings as required.
· Support Academy leaders with financial and administrative queries.
· Provide advice and assistance to administrative staff on financial procedures and processes.
· Contribute to the wider work of the Academy and Trust as required.

Professional Responsibilities
· Maintain confidentiality at all times and comply with GDPR, data protection and cyber security requirements.
· Keep up to date with developments in education funding, academy finance and relevant legislation.
· Participate in professional development, training and appraisal activities.
· Promote the values, vision and ethos of the Academy and Trust.
· Undertake any other reasonable duties in-line with the grade and responsibilities of the post.

Safeguarding Responsibilities
The Trust is committed to safeguarding and promoting the welfare of children and young people. The postholder will:
· Work in accordance with statutory safeguarding guidance, including Keeping Children Safe in Education.
· Adhere to the Trust’s safeguarding, child protection and safer recruitment policies.
· Maintain an awareness of safeguarding responsibilities and report concerns appropriately.
· Promote the welfare and safety of all pupils.






















Person Specification 


E=Essential D=Desirable  
Assessed: A= Application Form, I= Interview, T= Task
	CRITERIA 
	 
	E/D 

	 
QUALIFICATIONS 
	 
· Good standard of education (5 GCSEs or equivalent) 
· AAT / ISBL qualification or further qualifications in Finance & Admin 
· Financial training 
· 2 years or more of working in a school environment  
· Office administration 
· Finance training & experience of working as part of a team 
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	EXPERIENCE 
	 
· Previous experience in an educational setting 
· SIMS experience 
· IT literate – Word/Excel/Outlook 
· Access Finance and budgets software knowledge 
· Ability to communicate effectively, at all levels verbally  and in writing 
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KNOWLEDGE  
	 
· Understanding the importance of Confidentiality and appreciation of the implication of GDPR/Cyber security 
· Understanding of the context in which Academies are operating (ATH), and an understanding of Health and safety issues relevant to the post 
· Understanding of safeguarding and safer recruitment practices 
· Understanding of and commitment to equal opportunities, and the ability to apply this consistently 
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	SKILLS 
	· Attention to detail and the ability to identify opportunities for improvement 
· Ability to work independently and make sound judgements about processing and correspondence 
· Excellent time management skills 
· Excellent interpersonal and communication skills 
· Ability to operate effectively in a team contribute to the friendly and supportive Academy environment 
· Numeracy skills and ability to manipulate data effectively 
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OTHER 
REQUIREMENTS 
	· Willingness to be flexible with working hours to respond to Trust needs 
· Resilient and reliable 
· Self-motivated with a drive to succeed 
· Drivers licence
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Stephenson Trust, as an aware employer is committed to safeguarding and protecting the welfare of children and vulnerable adults as its number one priority.  This commitment to robust Recruitment, Selection and Induction procedures extends to organisations and services linked to the Academy on its behalf.
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