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Finance Officer

	Reports To:  Regional Finance Manager 

	Why
 

	Job Summary  
Undertake financial processing for multiple academies and support in the oversight of financial transactions and systems.

	What
 

	Main Responsibilities:
· Processing of financial transactions in the accounting system as and when required such as:
· Purchase requisitions & purchase orders
· Posting Income and other journal entries
· Any other accounting transactions as required
· Assisting with more complex areas of accounting such as:
· Identification of income and expenditure items requiring accrual or prepayment.
· Posting and reconciling of internal recharges
· Assist in the performance of financial transaction reconciliation and review
· Provide training and guidance to non-finance staff at academies in order to support the implementation and operation of Trust Finance processes
· Assist the Regional Finance Manager in aspects of budget monitoring and review
· Perform other related tasks to support the Finance Team as required
· Provide cover for other members of the Finance Team as required
· Adhere to the Trust’s financial policies and procedures

	How
 

	Competencies 
	Personal Attributes 
(level expected when job is conducted to the required standard) 

	
	Essential
Experience which is essential to be able to fulfil this role
	Undertake appropriate professional development to secure progress in your career.

	
	
	Consults at the start and as appropriate throughout the activity and within the team. 

	
	
	Willing to accept responsibility for own activities and those of the team.

	
	
	Makes short term (daily, weekly) considered plans.

	
	
	Conscientious in adhering to deadlines and perseveres to achieve project tasks

	
	
	Briefs immediate colleagues well, transferring knowledge as appropriate. Giving other opportunity to ask questions and check understanding.

	
	
	Presents information in a structured and logical way and uses a variety of communication techniques. Taking account of the needs of the audience.

	
	
	Knows how to report, record and pass on information

	
	Desirable
Experience which is desired to be able to fulfil this role
	Developing supervision skills and provides informal leadership / direction.

	
	
	Act as a role model, promoting consistently high expectations of behaviour in a professional and courteous manner

	
	Framework:
Seeking to establish the framework and guiding principles; making a positive contribution to the ethos of the Trust.
	Demonstrates the Trust’s ethos and adopts high standards of behaviour in their role.

	
	
	Motivates others to take responsibility for their own health and safety

	
	
	Participate effectively as a member of a team, fostering positive relationships

	
	
	Efficient and methodical, monitors and attends to detail; checks for errors.

	
	Education, Qualifications and Experience (EQE)
	Essential: 
Educated to GCSE standard or above in English and mathematics or equivalent. 
Experience must include experience in an accounts office, the use of Microsoft Office packages and knowledge of Purchase Orders and Purchase/Sales Ledgers. 
Desirable: 
Experience includes a basic knowledge of finance in a school environment, budget management and experience of order processing and delivery checking

	
	Safeguarding
	All adults employed by the Trust are responsible for safeguarding and promoting the welfare of children they are responsible for or come into contact with. As such, all employees will undergo relevant background checks, including a Disclosure and Barring Service (DBS) Enhanced check with Barred List Check, in order to satisfy our statutory obligations.

	
	Data Protection
	All adults employed by the Trust have a responsibility data protection and have a duty to observe and follow the principles of the GDPR Regulation.



 
Whilst every endeavor has been made to outline all the duties and responsibilities of the post, this document does not specify every item in detail. Where broad headings have been used, all associated duties are naturally included in the job description. 
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