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Job description: Head of Finance
	Location
	National Team

	Contract term
	Permanent

	Pay range
	£63,472 to £68,051 (NJC 50 – 53, FTE) 
Actual salary will be pro rata for part-time/term-time arrangements.

	Reporting to
	Executive Director of Finance


Job purpose
To lead Anthem’s financial operations, ensuring robust financial management and compliance with statutory and regulatory requirements. The role includes responsibility for year-end accounts, monthly VAT returns, cash flow monitoring, and ensuring the accuracy of financial transactions.
The post holder will have line management responsibility for the Senior Finance Officers / Finance Administrators to support the delivery of high-quality financial services across Anthem schools.
Main duties and responsibilities
Lead the preparation of annual statutory accounts, ensuring compliance with company law, charity law and the DfE directives.
Prepare and submit monthly VAT returns, ensuring accuracy and timeliness.
Monitor weekly cash flow, identifying risks and opportunities to maintain financial stability.
Ensure all financial transactions are recorded accurately, in line with Anthem Finance Handbook and procedures.
Line management of Senior Finance Officers / Finance Administrators, providing leadership, support and development opportunities to enhance team performance.
Implement and maintain strong internal controls to safeguard Anthem’s financial assets.
Liaise with the Estates team to ensure that expenditures relating to the annual School Condition Allocations are kept within the grant received.
Maintain the fixed asset register, ensuring reconciliation to balance sheet nominals, updated and accurate.
Act as the Finance System Administrator, leading on enhancement projects and supporting schools to ensure that the system is fit for purpose.
Collaborate with external auditors to ensure year-end tasks are completed within agreed timelines and ensure that findings are addressed promptly.
Provide advice to schools particularly on VAT, HMRC, etc related matters.
Support the Executive Director of Finance in financial strategy development and long-term financial planning.
Deputise for the Executive Director of Finance during absences.
Some travel between schools and the Head Office will be required, including travel for face-to-face meetings and training.
Other duties commensurate with the post as directed by the Executive Director of Finance.
These duties and responsibilities should be regarded as neither exhaustive nor exclusive as the post holder may be required to undertake other reasonably determined duties and responsibilities commensurate with the grading of the post. 
The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.
Person specification: Head of Finance
	Qualifications and training 
Evidenced through: Application
	Essential
	Desirable

	Educated to degree level or equivalent
	P
	

	Full professional accountancy qualification
	P
	

	Leadership or management qualification
	
	P

	In-depth knowledge of academy finance systems or public sector financial procedures
	P
	



	Experience/employment record 
Evidenced through: Application/Interview/References
	Essential
	Desirable

	Significant experience in financial management and reporting
	P
	

	Proven track record in preparing statutory accounts and VAT returns
	P
	

	Experience of preparing and managing cash flow & financial controls
	P
	

	In-depth knowledge and application of financial and non-financial modelling
	P
	

	A strong track record of leading a successful large team of financial professionals and colleagues 
	P
	

	Experience in the education sector or multi-academy trust
	
	P



	Personal qualities 
Evidenced through: Application/Interview/References
	Essential
	Desirable

	The ability to converse at ease with members of the public and provide advice and information in accurate spoken English.
	P
	

	Strong leadership and team management skills
	P
	

	High level of analytical and problem-solving abilities
	P
	

	Excellent communication and interpersonal skills
	P
	

	Ability to work under pressure and meet tight deadlines
	P
	

	A proven ability to successfully manage all resources effectively
	P
	

	A strong understanding of IT and its potential for an organisation
	P
	

	Ability to translate a visionary concept to a practical implementation plan
	P
	

	Ability to demonstrate a business focus and commercial minded approach to managing a public sector finance function
	P
	

	Energetic, highly motivated, with an enquiring mind and passion for excellence and innovation
	P
	

	Ability to drive forward change often in challenging circumstances
	P
	

	Awareness of safeguarding in a school environment
	P
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