Sandstone Trust

JOB DESCRIPTION

	JOB TITLE:
	Finance Officer

	EVALUATION REFERENCE:
	AAAE7264

	GRADE:
	 6

	RESPONSIBLE TO:
	Trust’s Finance Managers (Grade 8)


JOB PURPOSE: 	The purpose of this role is to work alongside the Chief Finance and Operations Officer and Trust Finance Managers to provide support to the CEO an other members of the Executive Leadership Team to ensure the efficient and effective financial management of the Trust.  

PRINCIPAL RESPONSIBILITIES

	1

	Input and maintain all financial information for the Trust. This includes the accurate raising of orders and the processing of invoices. By ensuring that all financial data is entered promptly and maintained with precision, the Finance Officer guarantees that up-to-date and reliable financial information is always available to support the effective management of the Trust's resources.
Ensure that all processes related to the input and maintenance of financial information are carried out in strict adherence to relevant financial regulations. This commitment to following established procedures supports the integrity and compliance of the Trust’s financial operations.

	2







3

	Support the Trust’s Finance Managers in the oversight and maintenance of all financial records within the Trust. This includes the management of the purchase ledger and sales ledger, ensuring that all transactions are accurately recorded and kept up to date. The Finance Officer also supports the Finance Managers in the preparation and maintenance of management accounts, providing regular financial reporting to support the Trust’s operational decision-making.
Preparation of VAT returns, as well as returns required by the Department for Education (DfE) and the Office for National Statistics (ONS). These activities ensure the Trust’s compliance with statutory requirements and sector regulations. The Finance Officer may also be required to maintain other financial information, as directed by the Chief Finance and Operations Officer or the Chief Executive Officer, to support the effective management of Trust finances.


	4

	Administering the Trust’s bank accounts, ensuring that all transactions are managed accurately and efficiently. This involves regular monitoring of account activity to maintain oversight of the Trust’s financial position.
Conduct thorough reconciliation of bank statements in accordance with established financial regulations. By systematically comparing and verifying all entries, the Finance Officer ensures that discrepancies are identified and resolved promptly, preserving the integrity of the Trust’s financial records.


	5

	Support the Trust’s Finance Managers in the development and ongoing operation of the Trust's financial information systems. This involves ensuring that the systems in place are robust, reliable, and capable of capturing and maintaining comprehensive financial data. By actively managing these information systems, the Finance Officer supports the availability of accurate and up-to-date financial information for senior leaders, including the CEO, the Chief Finance and Operations Officer, and members of the Trust Board.


	6

	Support the Trust’s Finance Managers in the development, implementation, coordination, review, and management of the Trust’s financial procedures and handbook. This ensures that all financial activities adhere to current legislative and sector regulations. Through regular review and updates, the Trust maintains compliance and upholds best practices in financial management. Effective coordination of these procedures supports transparency and consistency across all financial operations, safeguarding the Trust’s assets and ensuring that financial processes are both efficient and compliant.


	
	

	7
	Support the Trust’s Finance Managers to oversee and coordinate the daily organisation of work flows within the Trust. This involves ensuring that all tasks are effectively scheduled and managed so that both internal and statutory deadlines are consistently met. By maintaining clear communication and efficient processes, the Trust is able to fulfill its financial obligations on time and support overall operational goals.
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9

	Support the Trust’s Finance Managers to ensure that all capital income and expenditure are accurately recorded and reported. This involves monitoring financial transactions related to capital projects, verifying that all funds received and expended are properly documented in accordance with established accounting principles and Trust policies.
Maintain the Trust’s asset register and inventory, ensuring that records are consistently updated to reflect acquisitions, disposals, and any changes in asset status. Regularly review and reconcile the asset register to guarantee completeness and accuracy, thereby supporting effective management and safeguarding of the Trust’s assets at all times.


	
	

	10
	Other finance duties as may be required by a Finance Officer in a Trust central team may include assisting with the preparation of financial reports for internal and external stakeholders, supporting the annual budget-setting process, and contributing to the planning and monitoring of financial forecasts. The role may also involve providing guidance to school-based finance staff, responding to ad hoc financial queries from various departments, ensuring compliance with audit requirements, and helping to implement improvements in financial controls and processes. Additionally, the Finance Officer may participate in project work, conduct financial analysis to support strategic decisions, and carry out any other tasks as directed by senior management to ensure the smooth and efficient operation of the Trust’s financial functions.



NOTE
Notwithstanding the detail in this job description, the job holder will undertake such work as may be determined by the Manager from time to time, up to or at a level consistent with the Principal Responsibilities of the job.  

This role is a support staff role and this means that the role will be suitable for an office based worker.  Many services and customers span across the Borough and therefore you may be required to work at any location in Cheshire West and Chester. 



CHESHIRE WEST AND CHESTER COUNCIL
PERSON SPECIFICATION
	

	
Qualifications 


	
· 5 GCSE Passes in English & Mathematics (or equivalent) - Essential
· ECDL or equivalent – Desirable
· QCF Level 3 – Administration – Essential
· AAT or similar qualification

	
Experience 


	
· Working with people (internal and external stakeholders) – Essential
· Using the telephone – Essential
· Working to deadline – Essential
· Financial services environment or within the Academy sector– Essential 
· Accounting systems (SAGE, CIVICA, XERO ETC)– Desirable
· Staff Management – Desirable


	
Job Related Knowledge 
	
· Good Working Knowledge of Microsoft Office in particular Excel – Essential
· Good organisational skills – Essential
· Good record keeping – Essential
· Knowledge of Education procedures and knowledge of education sector cycles – Essential
· Ability to use general office equipment, photocopier, etc – Essential
· General knowledge of the Financial Year end and statutory audit processes – Essential
· Knowledge of Safer Recruitment procedure – Desirable

	
Skills and Aptitudes
	
· Understand of basic accounting principles – Essential
· Flexibility – Essential
· Able to manage own workload/work from initiative - Essential
· Ability to work effectively under pressure – Essential
· Ability to direct and support the tasks and workload of support staff – Essential
· Able to problem solve - Essential


	Other Requirements
	
· Enhanced DBS [plus Childrens/Adults Barred List]  - Essential
· Confidentiality – Essential
· Sense of humour – Essential
· Evidence of ability to work effectively and in an organised way and show initiative – Essential 


	Competencies
	N/A Trust Central Team.













