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WESTCOUNTRY SCHOOLS TRUST
JOB DESCRIPTION

Job Title:     		Senior Finance Officer
Location:	Plymouth Cluster schools, initially based at Coombe Dean School 
Grade:	Plymouth NJC Pay Scales, Grade E, Scale 15-20
Hours:			37 hours a week, all year  
Reports to:		School Business Accountant 
Responsible for:	Finance Officer and Finance Assistant
Key relationships:	Finance team locally at school and centrally in the Trust, Operations Manager, and key stakeholders. 

Job Purpose
To prepare timely monthly management accounts, on-going annual forecasts and other financial reporting for the School/s and ensure its financial systems and processes comply with Trust regulations and achieve value for money.  

Duties and Responsibilities
1. At all times demonstrate and uphold WeST’s core values, ensuring that behaviour, actions and decisions align with the principles that guide our work.
2. To provide efficient and effective support to the School Business Accountant in the preparation of the School/s’ monthly management accounts, on-going annual forecasts and other financial information
3. To ensure that financial procedures are followed by all staff
4. To maintain the accuracy and validity of the accounting system
5. To maintain the confidentiality associated with financial support services
6. To line manage other members of the School/s finance team where required

Duties associated with the above
· To assist with the preparation of monthly management accounts, on-going annual forecasts and other financial reports and the completion of financial returns as required by the School Business Accountant and/or Trust’s Chief Financial Officer. 
· To monitor expenditure against the agreed School/s budget, meeting termly with budget holders.
· To prepare on-going annual financial forecast for the School/s as required by the School Business Accountant.
· To assist with the financial performance monitoring of the catering department and the sports centre.
· To complete monthly bank reconciliations and investigate any discrepancies. 
· To assist the School Business Accountant with the production of the annual budget and maintenance of the budget software for known changes.
· To support the Enrichment Lead with the financial responsibilities surrounding the activities including reviewing costings and monitoring income and expenditure.
· To assist with the monthly payroll reconciliations including all casual and overtime claims. 
· To ensure the effective management of the School/s’s financial records and accounting systems.
· To manage the trip costing and approval workflow process.
· To be responsible for the management of the sales ledger including lettings and debt monitoring.
· To be responsible for the School/s credit card/Caxton cards including processing and reconciliation.
· To undertake other month end procedures to ensure the School/s’s financial transactions have been correctly reconciled in a timely manner.
· To assist with the timely processing of all purchase invoices and the preparation of regular BACS payment runs for all the School/s’s suppliers within appropriate time limits and ensuring all audit requirements are fulfilled.
· To support the School Business Accountant with line management of the School/s Finance Officers.
· To maintain the fixed asset register in line with the Trust requirements and ensure it is updated regularly.
· To ensure the Trust’s procurement rules are always applied in respect of all orders ensuring best value in line with the finance policy.
· To ensure compliance with Trust financial regulations and keep up to date with relevant legislation.
· To maintain the finance system at School/s level and provide training to support users when required.
· To assist with ordering of goods and services, liaising with suppliers and ensuring the School/s is achieving value for money.
· To monitor the operation of policies concerning procurement and prepare reports if required.
· To liaise with external and internal auditors as required by the Trust.
· To be responsible for all financial controls for the letting of premises.
· To assist the School Business Accountant with the preparation of any business plans or other business development opportunities.
· To maintain and administer the ParentPay system.

Other duties
7. To promptly deal with relevant correspondence and maintain an efficient system for all data
8. To participate in any staff review/performance management processes involving identifying and meeting of training needs for self and others.
9. To contribute to finance and other policies as and when appropriate
10. To pursue the achievement and integration of equal opportunities throughout all activities.
11. To undertake any other tasks and responsibilities appropriate to the level of this post as required by the School Business Accountant.

Trust responsibilities
12. Preparing and contributing to Trust wide development by sharing best practice and professional feedback. 
13. To assist with the production and analysis of regular reports on activity for use at management meetings and feedback, as appropriate for the role. 
14. To maintain designated databases / files in accordance with Trust policies for data governance, as appropriate for the role. 
15. To act in accordance with, and actively promote, all Trust policies, including Safeguarding, Health and Safety and Equality & Diversity.
16. To participate in Continuing Professional Development (CPD relevant to the role and to engage in Performance Development Reviews (PDRs).
17. Preparing and contributing to Trust wide development by sharing best practice and delivering/receiving professional feedback. 
18. To retain confidentiality and maintain data and/or files in accordance with Trust policies for data governance, as appropriate for the role.


This job description provides a general reflection of the main duties and responsibilities of the post at the date of production.  You may be expected to take on other reasonable activities deemed to be within the character of the post to assist in efficient service delivery.  The duties may change over time as requirements and circumstances evolve without changing the general character of the post or level of responsibility.  


PERSON SPECIFICATION

E = Essential, D = Desirable

	Method of Assessment
The table indicates the possible method/s by which the skills/knowledge/level of competence in each area will be assessed.
	Essential or Desirable
	Application Form
	Interview (or other selection activity)

	Qualifications:

	GCSE A* to C or equivalent in Maths and English
	E
	
	

	Accounting Qualification e.g. at least AAT at Level 3 or other equivalent qualification. 
	E
	
	

	Experience:

	Computer literate with working knowledge of MS office, Excel
	E
	
	

	A working knowledge of financial packages, e.g. PS Financials
	D
	
	

	Experience of working in an accounting environment 
	E
	
	

	Evidence of effective leadership and management of staff
	D
	
	

	Experience of working in a school environment
	D
	
	

	Knowledge, Skills and Abilities:

	Excellent verbal and written communication skills
	E
	
	

	High standards of professionalism and confidentiality
	E
	
	

	Self-motivated with the ability to use own initiative and work constructively as part of a team
	E
	

	


	Methodical and organised, ability to prioritise and complete tasks within tight deadlines 
	E
	

	


	Ability to work to high standards of accuracy
	E
	
	

	Able to work flexibly, adopt a “hands on” approach, and respond to unplanned events
	E

	
	

	Able to follow direction and work in collaboration with colleagues
	E
	
	

	Willingness to undertake professional development, improve own and team performance and address personal and the team’s needs
	E
	
	

	An excellent attendance and punctuality record
	E
	
	

	Further Requirements:

	Commitment to child safeguarding and KCSIE in accordance with Trust policies and procedures
	E
	
	

	Commitment to the Trust’s core values and vision
	E
	
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