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Central Team
JOB DESCRIPTION and PERSON SPECIFICATION

	
	
	

	SCHOOL:  Central Team

	
	GRADE: 11 (ScP 39 to 43)

	JOB TITLE: Trust Finance & Contracts Manager

	
	DATE PREPARED: 31st March 2021

	EVALUATION DATE:
	
	JE NUMBER: HET  C002


	DIGNITY AT WORK: To show, at all times, a personal commitment to treating all pupils, customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Equal Opportunities in Employment Policy adopted by HET.


	PURPOSE:  
· Assist Chief Operating Officer to provide effective and efficient financial management services to the CEO and Trustees for the efficient conduct of the Trust’s financial affairs and to ensure the Trust offers value for money.

· To ensure the Trust’s financial strategy is implemented effectively and accurately in compliance with the Academies Financial Handbook, Policies and Procedures, Company & Charity law and the statutory requirements laid out by the Secretary of State for Education 




	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1
	Financial:

	
	To assist the Chief Operating Officer to complete all statutory returns due to the DfE and ESFA for review

	
	To be involved in production of annual financial statements and support schools with internal and external audit preparation 

	
	To assist the Chief Operating Officer to provide information to auditors during external audit and prepare all supporting documentation/working papers.

	
	To ensure effective financial management systems and financial administration procedures, including responsibility for compliance with financial regulations.

	
	· To manage accounting systems & records and to provide financial information as required

· To prepare monthly management accounts

· Maintain monthly accruals and pre-payment records

· To complete monthly reconciliations on all Trust control accounts

· To process transactions as appropriate, process inter-school & other journals.

· To process all income journals ensuring all supporting paperwork matches funding schedules

· Review all journals to ensure accurate postings

· Have overview of sales and purchase ledgers



	
	To assist the Chief Operating Officer to maintain financial records that meet legal and tax requirements:
· To obtain an employment status determination for personal service providers to the Trust and its academies, maintain records as such and where off payroll rules apply ensure the necessary tax and NI deductions are processed in accordance with IR35.

· To complete monthly VAT returns

· Assist in the identification of all income that does not relate to the Trusts objectives and could be subject to corporation tax


	
	To assist in managing the Trust financial software and provide quality assurance to ensure that robust processes & procedures are in place and adhered to

	
	To assist the Chief Operating Officer in preparing consolidated reporting

	
	Review school level forecasting and management reporting for accuracy and variances

	
	Review school cash flow forecasts and inform the Chief Operating Officer when transfers are required

	
	Liaise with the Trust Payroll and Pension provider as required

	
	Be an administrator on Lloyds banking and also on the school Business card a/cs

	
	Be the first point of contact for school related SAGE queries.  

	
	Liaise with the SAGE 200 support desk for trustwide issues.

	
	Contribute to procedural and systems development/maintenance

	
	To help train finance staff and other administrative staff who require finance systems in   their operations

	
	Assist in the on boarding of new schools to the Trust

	
	

	2
	Procurement and Contracts Management

	
	Managing the renewal of service contracts

	
	Maintaining the Trust level contracts register

	
	Managing the effective purchasing and procurement of services for the MAT, and negotiate, manage and monitor contracts, tenders and agreements for the provision of support services 

	
	Contributing to trust wide procurement projects

	
	Managing the renewal of service contracts

	
	

	3
	Other Duties

	
	Develop an understanding of the Trust policies and procedures, complying with their contents and raising concerns in a timely manner. 

	
	To assist the Chief Operating Officer with fraud management across the Trust

	
	To assist the Chief Operating Officer with financial risk management across the Trust.

	
	To assist in designing policies and procedures to ensure there are adequate internal control systems in place to safeguard the Trusts financial economic resources.

	
	Identify personal training needs and participate in training and performance development whenever required. 

	
	Contribute to the overall ethos/work/aims of the Trust. Appreciate and support the roles of the finance team and other professionals. 

	
	Attend and participate in relevant meetings as required. 

	
	Undertake any other duties appropriate to the grade of the post. In addition, the post-holder must be committed to safeguarding and promoting the welfare of children and young people. 

	
	The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on the school, as your employer and you as an employee. In addition to the employers overall duties, the post holder has personal responsibility for their own health and safety and that of other employees; additional and more specific responsibilities are identified in the Health and Safety policy adopted by the school/HET.


	GENERAL:

The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The post-holder must be flexible to ensure the operational needs of the school are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the school and HET.



	DIMENSIONS:  



	1.
Responsibility for Staff:

· Post holder will have line management responsibility for other finance team members as the central team and its functions expand with Trust growth
· Actively participate in performance management processes.
2.
Responsibility for Budgets:
•
Attend school sites as required to support Heads & SBMs with budget setting and review
· To assist in providing financial advice to the CEO and Trustees, Headteachers and School Business Managers

3.
Responsibility for Physical Resources:
· Update the Asset Register on the Finance system

· Review school level Asset Registers for timely completion and accurate recording

· Post depreciation for Assets
· The post holder is responsible for the security of the trust data including sensitive records, overseeing policies, procedures and information and ensuring that they meet statutory requirements


	WORKING RELATIONSHIPS:

	1.
With Any Other Trust Areas (where applicable)
· Chief Operating Officer 

· CEO 

· The Board of Trustees 

· Headteachers

· School Business Managers

· Other Central team officers
2.     With External Bodies to the School/Trust
· ESFA 

· DFE 

· Local authority Schools Finance 

· External agencies working in partnership with Humber Education Trust. 

· Other local authorities 

· Other relevant Stakeholders 



	ORGANISATION CHART: 



	COO

Trust Finance Manager               


	


	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	Supporting Information 

(if applicable)

	PHYSICAL DEMANDS:

Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	
	x
	
	
	
	
	

	WORKING CONDITIONS:

Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	x
	
	
	
	
	
	

	EMOTIONAL DEMANDS:

Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	
	x
	
	
	
	
	


	PERSON SPECIFICATION
	Tick relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.

*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
Note: Only criteria assessed from the application form for shortlisting needs to be identified.
	Essential
	Desirable
	How identified 

	1. 1
	Qualifications:

	
	CIMA/ACCA/ACA part qualified OR Level 4 AAT qualified or equivalent qualification in a relevant discipline
	X
	
	AF

	
	Degree or relevant professional qualification in relevant discipline
	
	X
	AF

	1.2
	Good numeracy/literacy skills (e.g. minimum of grade C (4 and above) at GCSE or equivalent) in both English and maths.
	X
	
	AF

	1.3
	ICT qualification i.e. ECDL or equivalent
	
	X
	AF

	2. 
	Relevant Experience:

	
	Experience of financial management in a medium to large organisation 
	X
	
	AF

	
	Experience of managing large and complex budgets;
	X
	
	AF

	
	Experience of producing and presenting complex management accounts.
	X
	
	AF

	
	Successful experience of working in a school or Academy financial management role, or in a similar position working alongside schools e.g. LA or independent education sector or a qualified accountant.



	X
	
	AF

	
	Experience of financial accounting system(s) for: 
managing budgets; financial reporting; procurement and fixed assets
	X
	
	AF

	
	Experience of SAGE 200 
	
	X
	AF

	
	Experience of managing change projects and the introduction of new financial systems 
	X
	
	AF

	
	Experience of working in a school/ educational or public sector environment 
	X
	
	AF

	
	Knowledge of Academy financial rules and regulations
	X
	
	AF

	
	Knowledge of Charities SORP
	X
	
	AF

	
	Knowledge of PAYE and VAT regulations
	X
	
	AF

	3. 
	Skills (including thinking challenge/mental demands):

	
	Motivation to work with children and young people
	X
	
	AF,I,R

	
	Ability to form and maintain appropriate relationships and personal boundaries with children and young people, staff, parents/carers and outside agencies
	X
	
	AF,I,R

	
	Excellent numeracy/literacy skills
	X
	
	AF

	
	Excellent ICT skills
	X
	
	AF

	
	Excellent organisational planning and analytical skills
	X
	
	AF

	
	Experience of planning and delivering change successfully
	X
	
	AF

	
	Commercial awareness and ability to achieve value for money
	X
	
	AF

	
	The ability to delegate work and monitor outcomes
	X
	
	AF,I,R

	
	The ability to undertake a wide range of financial and administrative tasks.
	X
	
	AF

	
	The ability to adapt to both varying tasks and those of a routine nature.
	X
	
	I,R

	
	The ability to absorb information readily and speedily and work under pressure.
	X
	
	AF,I,R

	
	Effective time management and organisation
	X
	
	I,R

	
	The ability to work under pressure and to meet deadlines
	X
	
	I,R

	
	A good understanding of the need for confidentiality and secure financial systems.
	X
	
	AF,I,R

	
	Excellent organisational planning and analytical skills
	X
	
	AF,I,R

	
	Experience of planning and delivering change successfully
	X
	
	AF,I,R

	
	The ability to delegate work and monitor outcomes
	X
	
	AF,I,R

	4. 
	Knowledge:

	
	A knowledge and commitment to safeguarding and promoting the welfare of children and young people
	X
	
	AF,I,R

	
	Full working knowledge of relevant policies/codes of practice/legislation
	x
	
	AF,I,R

	
	The ability to undertake a wide range of financial and administrative tasks.
	X
	
	AF,I,R

	
	Evidence of Continuing Professional Development
	X
	
	AF,I,R

	5. 
	Interpersonal/Communication Skills:

Verbal Skills

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues and children and young people
	X
	
	AF,I,R

	
	The ability to respond effectively to staff, outside agencies, suppliers and the general public at all levels, both in person and over the telephone.
	X
	
	AF,I,R

	
	Outstanding communication skills; ability to communicate effectively at CEO, Headteacher, senior staff and trustee level and to liaise effectively with internal and external auditors, as well as Government agencies
	X
	
	AF,I,R

	
	Excellent communication skills together with the ability to communicate fluently in English to fulfil the requirements of the post
	X
	
	I,R

	
	Willingness to constructively analyse the work of self and others in order to refine and improve systems and procedures
	X
	
	AF,I,R

	
	Written Skills

	
	The ability to produce succinct written reports
	X
	
	AF,I,R

	
	Use of e-mails and other electronic communications systems.
	X
	
	I/R

	6.
	Other:
	
	
	

	
	To work with honesty and integrity
	X
	
	AF,I,R

	
	A desire to make a difference to the lives of our pupils
	X
	
	AF,I,R

	
	Displays commitment to the protection and safeguarding of children and young people.
	X
	
	AF,I,R

	X

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	7. 
	Additional Requirements:

	
	
	
	
	

	8. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the school/HET obtaining a satisfactory Enhanced and Barring List Disclosure from the Disclosure and Barring Service (if ticked as an essential requirement).
	X
	
	DBS Disclosure


