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    Finance Officer
   Job Profile
	Job Purpose
	To provide support to the finance function of the Academy Trust. To assist with all aspects of development and effective operation of financial systems and procedures in particularly re.preparation of management account reports, VAT and pension returns & any audit requirements.

To assist the Chief Financial Officer to ensure accurate financial reporting for the Trust. 

	Reporting to:
	Chief Financial Officer

	Liaising with:
	Trust Central Team, Headteachers and School Business Managers

	Disclosure Level:
	Enhanced DBS

	Grade of post:
	Competitive


	Job Outline

	· Provide high quality financial advice and guidance Business Managers, Headteachers, budget holders and the Senior Leadership Team.
· Provide efficient finance and administration assistance to the Chief Financial Officer and the Trust Central Team.
· Assist in the preparation of statistics and management information regarding finance as required by the Chief Financial Officer, the CEO, Auditors and the DfE, including end of year accounts.
· Support the Chief Finance Officer in the implementation of financial forecasts, business plans, reports and returns, etc., to ensure the strategic development of the Academy, and long-term sustainability of the budget.
· Support the Chief Finance Officer to ensure that the finance systems reflect the latest accurate position, month-end close and finalisation of management reports are made in a timely and accurate manner.
· Carry out any reconciliations necessary to support the monthly management accounts.
· Ensure the Academy remains compliant with VAT requirements, including reconciliation, monitoring the Academy’s VAT status, cleaning the VAT control account and ensuring that VAT returns are submitted in line with HMRC guidelines and those of the Trust.
· Ensure that the relevant accounting standards are appropriately applied in the production of the monthly and annual accounts.
· Support the Chief Finance Officer in the coordination of the external and internal audit teams, ensuring that all work is undertaken to meet Governance and statutory requirements.
· Assist in the collection, entry and extraction of data required to complete statutory returns.
· Support the Exec Team in managing the payroll function in particularly with regards all pension administration, returns and uploads and cleansing of the payroll control accounts.

· Prepare payment runs and load payment runs to the bank - supplier and payroll

· Carry out any credit card correspondence including cancellations and new cards
· Manage the Amazon Business account

· Download and check bank statements.
· Enter monthly accounting journals as required.
· Prepare inter academy transfers and input these into the banking system.

· Provide efficient finance and administration assistance to the Chief Financial Officer and the Trust Central Team.
· Assist Schools in ensuring Trust processes are followed and financial regulations are understood. 
· Undertake, with complete discretion and in confidence, tasks as directed which may be of a sensitive and confidential nature as required by Senior Staff.
· Ensure that all administrative duties, checks and documentation are completed to the required level of accuracy including returns and reports. 

· Maintain both manual and computerised records and filing systems in line with audit requirements such as the authorised signatories list, invoices and cheque books. 
· Ensure that schools are up to date with administrative requirements at month and year end in line with Trust and DfE financial requirements.
· Deal with correspondence promptly and as required including distribution of invoices received, payment queries, communications received from suppliers, contractors and the bank. 

· Answer incoming telephone calls, dealing with requests and enquiries and taking messages as required. 
· Work as part of the Trust team and take part in team tasks as required and agreed by the team.
· Play a full role in the team and contribute towards the development of the team and its role in supporting the schools of the Trust.
· Attend relevant meetings and training sessions.
· The above list is not exhaustive or exclusive. The role requires the post holder to be professional, co-operative and flexible in line with business needs of the Trust; and

·  The post holder is required to undertake additional such duties as may be reasonably be expected within the scope and grading for the post.



	Other Specific Duties

	•
To carry out the duties in the most effective, efficient and economic manner available.

•
To work within the vision and values of the Trust.

•
To sign and uphold the Trust’s Staff code of Conduct

•
To undertake Health and Safety Training on areas within the designated work area.

•
To undertake Safeguarding Training as per the Trust’s training cycle.

•
Take a shared responsibility for your own continuing professional development by participating

 in a range of appropriate professional development opportunities.

•
To participate in the staff performance management process in accordance with the Trust’s

 policy and be responsible for self-motivation towards agreed targets.

•
To continue personal and professional development in the relevant area

•
To be professional, cooperative and flexible in line with business needs of the Trust;


Person Specification/Selection Criteria

Finance Officer
	A.
Experience


	Essential
	Desirable
	Source

A 
= Application

I 
= Interview

R 
= References

T 
= Task/Observation

P 
= Presentation

	Experience of working in a financial administration environment and working to periodic deadlines for accounting submissions
	E
	
	A, I

	Experience of working in an Multi Academy Trust environment in the education sector
	
	D
	A,I


	B.
Training and Qualifications


	Essential
	Desirable
	Source

	Knowledge of PSF finance system and IMP budgeting system
	
	D
	A,I

	GCSE English and Mathematics, grade C or above, or equivalent
	E
	
	A, I

	AAT Level 4 qualification
	E
	
	A,I

	CIMA/ACCA qualified or working towards
	
	D
	A,I


Applicants should be able to demonstrate knowledge and understanding of the following areas relevant to the post.

	C.
Knowledge and Understanding

	Essential
	Desirable
	Source

	Up to date knowledge of financial standards and legislation
	E
	
	

	Excellent leadership, communication (oral and written) and interpersonal skills
	E
	 
	A, I

	Proven track record of building strong personal relationships and credibility at senior level across all internal functions
	E
	
	A, I

	Ability to proficiently use office computer and finance software including, spreadsheet, database and internet systems. 
	E
	
	A, I

	Ability to absorb and understand a wide range of information. 
	E
	
	A, I

	Knowledge of Microsoft Office products and in particular Microsoft Excel
	E
	
	A, I

	Working knowledge of relevant policies, procedures, codes of practice, and awareness of relevant legislation such as the Academies Trust Handbook.
	
	D
	


Applicants should be able to provide evidence that they have the necessary skills and abilities required.

	D.
Personal Skills, Abilities and   

           Competencies


	Essential
	Desirable
	Source

	An innovative approach and high energy levels
	E
	
	 I

	Enthusiastic and action orientated
	E
	
	A, I

	Ability to communicate with and relate well to all staff in the Trust, adapting approach in accordance with needs
	E
	
	A, I

	Strong commercial acumen and strategic thinking ability
	E
	
	A, I

	Ability to work under supervision and as part of a team, building effective working relationships
	E
	
	A, I

	Ability to work to deadlines and work with others to collate required information on time
	E
	
	A,I

	Ability to work in accordance with the schools health and safety policies
	E
	
	A, I

	Willingness to be flexible and adaptable as determined by the needs of the Trust
	E
	
	I


	E.
Legal Issues 


	Essential
	Desirable
	Source

	Legally entitled to work in the UK
	E
	
	A, I
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