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JOB DESCRIPTION Academy Finance Manager 
		
	Job Title: 
Academy Finance Manager
	Post No: 
KAT

	Grade: 
HC10


	Organisational information:
Organisation:  Kingstone Academy Trust
Location:  Kingstone Academy Trust
Responsible to:   Chief Executive Officer 


	Main Purpose of Job:

· As a member of the Executive Senior Leadership Team, you will share with the Heads of School and other colleagues a team approach to developing the vision and strategy of the Academy, ensuring Academy development plan priorities are addressed; to support this effective team building, communication and feedback are of paramount importance.
· You will be acting as manager of the Finance team of Kingstone Academy Trust. 
· You will be heavily involved in the decision-making process, in particular relating to financial decisions. 
· You will advise the CEO, COO and Trustees on policy making and evaluation across Academy issues.
· You will have a high profile with staff and wider stakeholders, actively reinforcing the positive ethos of the Academy.
· You will engage in, and deliver, Performance Management and Development Review as a Team Leader and appraisee.
· You will have negotiated specific areas of responsibility, which may change according to the needs of the Academy, SLT and the individual.


	Main Responsibilities / Accountabilities 
The jobholder will be expected to complete the responsibilities / accountabilities effectively in order to deliver the key objectives of the organisation

The jobholder will be expected to complete the responsibilities/accountabilities effectively.

Staff
· To manage all personnel functions in relation to associate (finance and HR) staff, including work delegation and timesheets, holidays. 
· To consider training and staff development issues for associate staff.
· To manage and update the payroll/personnel systems.

Finance
· To advise the CEO, Senior Leadership Team and Trustees on the Academy financial regulations and audit requirements.
· To prepare annual estimates of Academy expenditure, prepare the annual budget and monitor expenditure to ensure effective budgetary control.
· To prepare projections and longer-term financial plans including a three-year budget plan.
· To use benchmarking data to assess trends and the success of the Academy in relation to comparative data from other Academies.
· To analyse and compile financial data for review and reporting to the finance committee.
· To liaise with the appropriate bodies on all financial matters where necessary.
· To effectively manage the Academy bank account and monitor cash flow in respect of being a Cash Book Academy.
· To oversee all accounts according to financial regulations and prepare accounts for audit and administer the following systems: LMS, Deposit, Academy Fund, and additional funding grants. To support and assist all budget and account holders, via regular spending updates.
· To ensure that appropriate financial procedures are in place in line with legal requirements and recognised good practice.
· Work alongside the COO to oversee the Tendering Process for contracts to obtain best value whilst meeting the needs of the Academy
· Oversee the purchase of service level agreements to obtain best value whilst meeting the needs of the Academy

Marketing
· Promote the Academy to different audiences and raise the profile within the local community.
· Liaise with local businesses for fundraising, arranging vocational experience and joint projects.
· Secure funding for extended Academy activities.

DATA QUALITY
To follow the relevant procedures for ensuring that information and data is collected and recorded accurately thus enabling the production of reliable analyses and reports




	Other information:
· Disclosure type:  Enhanced.



	General information:
The post holder will be required to comply with organisation’s policies and procedures. 

The organisation has a no smoking policy. Employees are not permitted to smoke on any of the organisation’s premises nor in any vehicle used on organisation business.

The postholder will promote Kingstone Academy Trust’s Health and Safety at work policies and ensure that these are implemented effectively within his/her areas of responsibility.

Employees have a duty to safeguard and promote the welfare of children, young people and vulnerable adults. It is an essential requirement that employees are aware of the Kingstone Academy Trust’s Safeguarding procedures for sharing information about the welfare of any person for whom they have safeguarding concerns. Employees have a duty to ensure they attend training to enable them to recognise the indicators for concerning behaviour and receive safeguarding supervision as appropriate.

This Job Description covers the main duties and responsibilities of the job and will be subject to review and amendment, in consultation with the post holder, to meet the changing needs of the organisation.

Other activities commensurate with this Job Description may from time to time be undertaken by the post holder.



	Line Manager Name:
	Line Manager Signature:

Date:


Date Job Description last reviewed:    December 2025




PERSON SPECIFICATION Academy Finance Manager

	Job Title: 
Academy Finance Manager

	Post No: 
KAT
	



	All candidates will be considered on their ability to meet the requirements of the person specification
	Essential criteria
	Method of Assessment*

	
Experience

	· Financial management experience including budgetary control and final accounts 
· Working knowledge of PS Financials, IRIS and IMP would be an advantage
· Experience of internal and external auditing
· Experience in leading a finance team is desirable
· Experience of working in education is desirable

	

Application Form / Interview

	
Skills and Abilities
Including personal attributes
	
· Staff management, leadership and team building
· Written and oral communication
· Ability to work with a wide range people including pupils, parents teachers, governors and councillors
· Ability to lead on strategic planning 
· Computer literate in relevant software
	

Application Form / Interview

	
Qualifications and Training
including professional qualifications
	
· Educated at least to ‘A’ Level - a degree in a related subject is desirable. 
· Appropriate training in finance and budgets i.e. AAT or SBM qualification is desirable
· Ongoing record of CPD in relevant disciplines

	

Application Form / Interview

	
Other Factors

	
· Able to attend governing body meetings out of normal working hours
· Police clearance
	
Interview


DBS Check

	Line Manager Signature:

Date:


	*Method of Assessment: AF = Application Form; I = Interview; S = Selection Method; P= Presentation
December 2025

Date Person Specification last reviewed   	
Job Description (created by KAT April 2025)
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