Hall Cross Academy
Job Description

	Post Title:  


	Finance and Facilities Manager

	Section:


	Finance Office, Hall Cross Academy

	Reporting to:     


	Finance and Operations Director                                

	Grade: 


	9


Summary of the Post 

 

· Management of day-to-day computerised financial records for the Academy, including Sage and Excel spreadsheets.
· Management of external funding, including liaison with colleagues to maximise grant income due to the Academy.

· Provide an effective and efficient accountancy support service for the Academy by ensuring compliance with the Financial Procedures and Regulations and that sound financial controls are in place.
· Post holder will be a trustee of school funds.

Main Duties
To provide financial administrative assistance, including:-

· Assisting the Finance and Operations Director in the administering and monitoring of individual projects and ensuring that financial controls are applied.
· Maintain and update the computerised financial records in conjunction with the finance team.
· Assist in the implementation of the Financial Procedures and Regulations.
· Management, analysis and monitoring of income and expenditure including account reconciliation.

· Production of regular revenue reports which will be issued to ensure tight budgetary control.

· Responsibility for nominal ledger maintenance and ensuring an appropriate level of segregation of duties between the sales and the purchase ledgers.

· Provision of financial information and reports for the production of the Academy Development Plan.

· Assist with the planning and evaluation of the Academy budget.

· Responsibility for the preparation of bids to external funding agencies.
· Liaison with external funding agencies to maximise grant income to the Academy.
· Management of the Academy inventory systems.

· Produce annual salary statements for teaching staff.

· Produce detailed financial analysis of areas of expenditure, including:-

· Departmental Capitation.

· Energy use.

· Maintenance and repairs.

· Provision of timely financial information the Finance and Operations Director and the Principal.

· Maintain the integrity of the financial coding system and effect any adjustments necessary by journal.

· Produce the Register of Business Interests annually.

· Responsibility for bank reconciliation; checked daily and finalised monthly.

· Oversee the Academy lettings programme; including records of individuals and organisations using the Academy premises.

· Review of lettings charges with the Finance and Resources Committee.

· Responsibility for contract negotiation and re-negotiation relating to site management.
· Assist the Vice Principal with management of catering provision to include liaison with Relish to ensure compliance with legislative requirements.

· Provide detailed reports regarding catering charges and overall surplus/deficit to the catering committee.

· Responsible for the line management of the Finance team.

· Assist the Personnel Manager with the operation of payroll.

· Oversight of the petty cash system.
· Clerk for the Finance and Resources Committee attending all meetings.

· Any other duties or responsibilities as required which are commensurate with the grading of the post.

The ability to be flexible is essential, together with working under pressure and to tight timescales.  The post comes under the remit of Finance and candidates must be willing to participate in any role designated when peak times may require assistance in another area.

The Post holder’s duties must be carried out in compliance with the Academy’s policies and procedures including child protection procedures and the Academy’s Equal Opportunities Policy, Information Security Policies, Financial Regulations and Standing Orders, the Health and Safety at Work Act (1974) and subsequent health and safety legislation.

Hall Cross Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

 Person Specification

The successful applicant will ideally have:  

 

· Ability to use software packages such as Microsoft Office (Word, Excel etc.) as an effective monitoring tool.

· Knowledge and use of Financial Monitoring Systems, particularly Sage 50 Accounts.
· Excellent communication skills.

· Understanding of sound financial practices and best value principles.

· Ability to plan and organise your own workload and time on a daily basis.

· Ability to recognise and act appropriately if/when any event is likely to have an adverse effect the smooth and efficient running of the Finance Office.

	Finance and Facilities Manager
	Method of
Assessment 
	Essential
	Desirable

	AAT qualification or equivalent
	A
	*
	 INCLUDEPICTURE "http://wwwnotes2.leeds.ac.uk/icons/ecblank.gif" \* MERGEFORMATINET 

	Experience of government funded projects
	A
	
	* INCLUDEPICTURE "http://wwwnotes2.leeds.ac.uk/icons/ecblank.gif" \* MERGEFORMATINET 

	High proficiency in the use of Microsoft Excel
	A
	*
	 INCLUDEPICTURE "http://wwwnotes2.leeds.ac.uk/icons/ecblank.gif" \* MERGEFORMATINET 

	High proficiency in Sage accounting and payroll software
	A
	
	*

	Evidence of CPD
	A
	*
	

	Excellent communication and interpersonal skills
	A/I/R
	*
	 INCLUDEPICTURE "http://wwwnotes2.leeds.ac.uk/icons/ecblank.gif" \* MERGEFORMATINET 

	Experience of working in a financial environment including preparing and monitoring budgets and reporting
	A/I/R
	*
	

	Understanding of sound financial practices and best value principles
	A/I/R
	*
	

	High degree of motivation for working with children and young people
	A/I/R
	
	*

	IT management information skills
	A/I/R
	*
	

	Proactive; self-starter; problem solver
	A/I/R
	*
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	Team player, including working with colleagues with different skill sets
	A/I/R
	*
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	Willingness to engage in work that is outside of one’s remit within the department in order to enable the department to meet deadlines and respond to unforeseen requirements. 
	I/R
	*
	

	Attention to detail
	A/I/R
	*
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	A willingness to undertake further training as necessary
	I/R
	*
	

	Previous experience of working in the education sector
	A
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	Honesty and Integrity
	I/R
	*
	

	Special Requirements
	
	
	

	Medical clearance 

DBS clearance

Compliance with the Academy’s policies including Health & Safety policies INCLUDEPICTURE "http://wwwnotes2.leeds.ac.uk/icons/ecblank.gif" \* MERGEFORMATINET 
	
	
	


*A – Application
I – Interview
        R – Reference 

