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Job Title Trust Finance Officer 

Reporting To Trust Finance Manager 

Scale / Salary Range / Contract NJC scale points 12 - 18 
£28,598 - £31,537 per annum.  
Permanent, full time, all year round,  
37 hours per week. 

Responsible For Supporting 1 Secondary School, 5 Primary Schools and Trust Nurseries 

Location Polaris Multi Academy Trust – Centralised Finance Department. 
Based in Trust centralised finance team, with occasional travel to 
Trust schools as required 

 

Job Purpose 

To work in the centralised finance team at Polaris Multi Academy Trust, to deliver efficient, accurate and timely 

ledger processing support for schools within the trust. The postholder will be responsible for day-to-day 

transactional finance activity, including purchase ledger, sales ledger, nominal ledger, credit card and school fund 

processing, and will provide multi-site support to Trust schools when required. 

 
 Key Responsibilities 

Ledger and Transaction Processing 

• Process purchase invoices accurately and promptly, ensuring correct authorisation, coding and supporting 

documentation 

• Maintain the purchase ledger, including supplier setup, statement reconciliations and resolution of 

routine queries 

• Process sales invoices and income postings, allocating income accurately to the correct school and cost 

centre 

• Maintain debtor records and support credit control processes 

• Post routine journals as directed 

Purchase Order Processing 

• Raise, review and process purchase orders via the centralised finance ordering system in line with Trust 

financial procedures 

• Ensure purchase orders are correctly authorised, accurately coded and issued promptly 

• Match purchase orders to invoices and delivery notes, via the online finance ordering system, resolving 

discrepancies where necessary 

• Support schools with purchase order processes and compliance requirement 

• Monitor outstanding purchase orders and follow up as required 

 



 

  

Credit Card Processing 

• Process and reconcile Trust and school credit card transactions 

• Ensure receipts and supporting documentation are provided, coded correctly and approved 

• Support compliance with Trust credit card usage policies 

School Fund Processing 

• Process school fund transactions in line with Trust and school fund procedures 

• Reconcile school fund accounts and ensure balances agree to supporting records 

• Post agreed school fund transfers to the Trust accounting system 

Banking and Reconciliations 

• Post receipts and payments accurately to the ledger 

• Support reconciliation of control accounts, including creditors and debtors 

• Process and reconcile petty cash accounts 

Monitoring of Cashless Payment Systems (e.g. ParentPay) 

• Support Trust-wide monitoring of school-based cashless payment systems, such as ParentPay or similar 

platforms 

• Reconcile cashless system reports to the Trust finance system to ensure income is complete and accurately 

recorded 

• Investigate and resolve discrepancies between cashless systems, bank statements and ledger postings 

• Support schools with routine queries relating to cashless payments, refunds and reporting 

• Ensure documentation and audit trails relating to cashless income are maintained in line with Trust procedures 

Multi-Site Support to Schools and Nurseries 

• Provide finance support across multiple Trust sites, including occasional on-site working at schools and 

nurseries when required 

• Act as a first point of contact for routine finance queries from school-based staff 

• Support schools with invoice submission, credit card procedures and school fund documentation 

• Build effective working relationships with staff across all Trust schools 

 

 

 

 

 

 



 

 

 

Systems, Controls and Compliance 

• Ensure all transactions comply with Trust financial policies, procedures and authorisation limits 

• Maintain accurate records and audit trails 

• Assist with internal checks and respond to audit queries as requested 

• Support compliance with the Academies Trust Handbook 

General Duties 

• Assist with month-end and year-end ledger processing tasks 

• Support with finance based tasks related to internal and external audit. 

• Contribute to continuous improvement of finance systems and processes 

• Maintain confidentiality at all times 

• Undertake other duties appropriate to a ledger-processing role as required 

 

Other Specific Duties: 

• The Trust Central team are located on site at the Polaris Multi Academy Trust Offices. There will be a 
requirement for multi-site working at academy / school level, based on the needs of the Trust and 
requirements of the role. 

• To attend team meetings and staff meetings and maintain confidentiality inside and outside the 
workplace. 

• To continue personal and professional development as required. 

• To actively engage in the performance review process.   

• All support staff may be used to perform appropriate duties as and when required by the Trust, 
commensurate with the salary grade of that post if it is higher than the employee’s current salary. 

• To work in the best interests of the Trust, its pupils, parents and staff. 

• To adhere to the Trust’s policies and procedures with particular reference to Child Protection, Equal 
Opportunities, Teaching and Learning and Health and Safety. 

 
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual 

task undertaken may not be identified.  Employees will be expected to comply with any reasonable request 

from a manager to undertake work of a similar level that is not specified in this job description. This job 

description is current at the date shown, but, in consultation with you, may be changed by the Trust to reflect 

or anticipate changes in the job commensurate with the grade and job title and/or Trust. 

Safeguarding 

Polaris Multi Academy Trust is committed to safeguarding and promoting the welfare of children and young 

people. All appointments are subject to enhanced DBS checks and satisfactory references. 



 

 

      

     

Job Title: Trust Finance Officer 

KEY CRITERIA ESSENTIAL DESIRABLE 

Qualifications 

 

• Experience in a finance, accounts or 

administrative role involving transactional 

processing 

•  

• AAT Level 2 or equivalent 

experience (or willingness to work 

towards) 

 

Experience • Experience of purchase ledger processing 

• Experience of credit card or petty cash 

processing 

 

• Experience working in a school, 

academy trust or public sector 

environment 

• Experience of transactional finance 

processing  

• Experience using school finance 

systems (e.g. PS Financials, Access, 

Iris) 

• Experience supporting multiple 

schools or cost centres 

 

Skills and 

Knowledge 

 

• Excellent attention to detail and accuracy 

• Strong numeracy and data-entry skills 

• Good IT skills, including Microsoft Excel 

• Ability to follow financial procedures and 

meet deadlines 

• Understanding of confidentiality and data 

protection 

 

 

Personal 

Attributes 

 

• Well-organised, reliable and methodical 

• Able to manage routine processing tasks 

across multiple sites 

• Good communication skills and a 

customer-focused approach 

• Flexible and willing to travel between Trust 

schools when required 

• Team-focused with a positive attitude 

 

 


