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Orchard Learning Alliance – Head of Finance

JOB DESCRIPTION

Post:  Head of Finance

Responsible for: Operational management of Finance across Orchard Learning Alliance

Accountable to /  line manager: Chief Financial Officer

Key Working Relationships: Chief Financial Officer, Finance & Payroll team, Headteachers, Heads of Department, HR Lead, Contractors and Suppliers.

Grade 10 NJC Points 41 – 46 (currently £52,413 - £57,869 pay award due in April 2026)

[bookmark: _Hlk71983748]Job Purpose


· Leadership, management and development of the OLA Finance team (6 staff)
· To ensure an efficient and effective finance service throughout the Trust through overseeing the day to day running of the finance department at an operational level
· Lead the production of forecast based monthly budget monitoring reports (management accounts) both for individual schools and in a suitable form for the Trust Board and its committees
· Assist the CFO in the production of budgets and medium-term forecasts for all Trust schools
· To ensure accurate financial accounting information is maintained to support production of annual financial statements
· To ensure that financial controls operate effectively on all financial activity across the Trust, ensuring the requirements of the Trust Finance policies and procedures are adhered to
· To ensure that all statutory and non-statutory returns are completed accurately and in a timely manner: to include completion of VAT returns and provision of information for the Department of Education (DfE) and other regulatory bodies
· Promotion of a culture of continuous improvement within the Finance Team
· To work proactively and effectively with budget holders, managers, operational, finance and other staff across the Trust’s Schools
· To ensure that all finance actions and processes support the Trust’s vision and make a positive impact on pupils, staff and the community
· To demonstrate a strong commitment to providing a high quality of service

Key Responsibilities

· Production of accurate and timely monthly management accounts with variance analysis in forms suitable both for Headteachers and the Trust Board
· Assist the preparation of budgets and three-year financial forecasts as a part of the Trust’s financial planning process
· Completion and submission of statutory and non-statutory financial returns, such as those required by the DfE and HMRC
· Attendance at Trust Finance & General Purposes committee meetings, and at other meetings as requested (schools’ Local Governing Body meetings, Trust Risk and Audit Committee and Board meetings etc.)
· Production, monitoring and reporting on the Trust Cash Flow forecast
· Maintenance and improvement of financial policies, procedures and controls, ensuring that these are complied with throughout the Trust
· To devise and implement appropriate accounting procedures to monitor and control school expenditure, to assist Trust schools to maximise the use of their resources
· To take a leading role in the development and implementation of new financial systems and enhancements
· Administration and development of Trust financial management systems.
· Provision of advice and guidance to Headteachers on pay forecasts and the impact on school budgets of changes in staffing plans.
· To ensure all purchases follow appropriate competitive tendering / quotes as laid down in the Trust Finance policies.
· To ensure efficient, effective and robust payment, cash and banking and debt recovery processes
· To ensure accurate financial accounting records are maintained that meet both financial management and financial accounting requirements, including control and maintenance of the Trust chart of accounts
· To ensure regular and timely reconciliation of all balance sheet control accounts
To liaise with external and internal auditors as appropriate and oversee implementation of any agreed recommendations
· To recruit, lead and develop the Finance team, including appraisals, training and team and 1:1 meetings
· Supporting the Chief Financial Officer in the development and implementation of Integrated Curriculum Financial Planning and se of benchmarks in reporting to aid decision making.
· To cover for the Chief Financial Officer and provide support and assistance as required in line with the overall purpose of this role

The postholder will also carry out any other reasonable instructions relating to Finance support given by the Chief Financial Officer, Chief Executive Officer, or Headteachers in order to support the work of the Trust.

This job description sets out current responsibilities of the post that may vary from time to time without changing the general character of the post or the level of responsibility entailed. Some of the above responsibilities may be achieved through effective delegation and supervision of the day-to-day tasks involved.

Whilst every effort has been made to explain the main duties and responsibilities of the post, the list is not comprehensive. 

Working Time:

This post is full time (52 weeks), 37 hours per week

The post will primarily be based at Waingels, but the postholder will be expected to work across all schools within the trust.



Person Specification

Experience
 
· Qualified /  Part-qualified (ACCA/CIMA/ACA/CIPFA), ideally with relevant experience. Qualified by experience may be considered at the Trusts discretion. 
· Experience in similar roles, or someone looking to take the next step in their career
· Finance team leadership and development or an appetite to lead and develop your own team
· Supporting and advising senior managers within an organisation
· Comprehensive understanding and use of a variety of financial management systems
· Management accounts, budgeting & forecasting
· Experience of working in an educational environment is desirable

Personal Qualities and Attributes

· High level of professional competence
· Attention to detail, diplomacy and influencing skills
· A flexible approach in terms of working hours and ability and willingness to work across the Trust schools
· The ability to delegate tasks to ensure all areas of work are undertaken effectively and efficiently whilst using delegation as an opportunity for continuous professional development for staff members
· A willingness to undertake training to meet the varying demands of the role
· Well-developed planning and organisational skills
· Excellent analytical skills, including use of Excel
· Excellent written and verbal communication skills and the ability to deliver unwelcome or unanticipated information to a wide colleague base whilst retaining trust and confidence
· Ability to use initiative and prioritise work
· Ability to interpret and implement requirements from new legislation and regulations 
· Ability to meet and manage competing deadlines
· Commitment to high educational, professional and personal standards
· Respect for young people and their needs
· Commitment to Equal Opportunities
· High levels of motivation and commitment
· Awareness of the importance of confidentiality

Disclosure Level:

A satisfactory enhanced disclosure certificate from the Disclosure and Barring Service (DBS) (previously known as CRB) will be required before appointment to this post can be confirmed.
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