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Secondary Finance Lead
Job Description

Responsible to:
Finance Director
Responsible for:

The Secondary Finance Lead will:
· be part of the leadership of this faculty; supporting the financial management functions of Greenacre Academy Trust. The Secondary Finance Lead will provide strategic and operational support to the Finance Director. Represent of deputise for the Finance Director as requested. 

· ensure all functions and processes in relation to the financial and audit  at the secondary  academies are completed in accordance with the Academies Financial Handbook, Master and Supplemental Funding Agreements, Accounts Directions, Statement of Recommended Practices of the Charities Commission, Scheme of Delegation and the Trust Financial Policies. 

· ensure that the secondary academies are run efficiently and cost effectively and is responsible for providing professional leadership and management of relevant support staff within the academies.

· work with the Trust Finance Director in the design and implementation of systems, policies and procedures to ensure compliance in all legislation relating to the Trust.

· act as line manager for staff as appropriate, coordinate the development and contribute to the delivery of a structured induction and training programme for finance staff.

· provide support and oversight and guidance to the individual academy finance staff

· be responsible for annual review of financial management processes with the Secondary Academies

· work alongside others within the Trust on specific projects as required

· represent the Trust at events , including networking with peers and sharing best practices.

Key Tasks

· To provide support to, and when required deputise for, the Trust Finance Director.

· With the secondary academies develop and oversee all financial policies and procedures to ensure compliance with the Academies Financial Handbook (AFH).

· To ensure financial procedures are in place within the individual secondary academies and are implemented and adhered to at all times, conduct annual reviews.
· To act as line manager for nominated finance support staff.

· To develop and manage relationships with those commissioning services, particularly the Head  Teachers  ; Secondary Academy.

· To support the academies with daily financial activities when required.

· To standardise procedures and be responsible for the development of a bank of procedural notes for all secondary finance tasks.

· To contribute to the preparation of monthly management accounts, annual budgets and Medium Term Financial Strategy.

· To review monthly monitoring statements with the staff in the individual academies resolving any issues with the individual academy and reporting any variances / concerns to the Finance Director.

· To have regular presence in secondary academies assisting staff with month end procedures including reconciliations and the accurate calculation and action of monthly financial matters.

· To manage the collation of data from the individual secondary academies.
· To be responsible for the secondary financial management systems and act on behalf of the Trust as liaison with the system providers as required

· To check and countersign journals and oversee input into the financial management system.

· To assist with the preparation and submission of all financial returns relating to secondary’s.

· To ensure compliance with HMRC regulations and be responsible for the accurate timely submission of the monthly VAT returns for the MAT as a whole

· Working under the direction of the Finance Director be responsible for the calculation and processing of monthly internal recharges and GAG payments to the academies.

· To be responsible for the development of the Trust Procurement strategy building a database of preferred suppliers. In collaboration with the Primary Finance Lead tender for contracts Trust wide and championing economy, efficiency and effectiveness throughout the Trust academies

· Working with the Finance Director assist in the  preparation of the annual working paper files for the production of the annual accounts and annual audit

· To assist in the preparation of the trial balances for submission to the accountants in line with agreed deadlines

· To oversee the procedure for letting of academy premises to outside organisations and academy staff, and other academy facilities for out-of-school use with particular reference to the local community

· To monitor the receipt of the secondary academy’s  grant income and provide support to academies in seeking and developing income generation opportunities

· To work alongside other managers as appropriate to ensure systems such as the MAT asset management system is maintained in a timely and accurate manner

Standard Duties

· To understand the importance of inclusion, equality and diversity, both when working with pupils and with colleagues, and to promote equal opportunities for all

· To uphold and promote the values and the ethos of the Trust

· To implement and uphold the policies, procedures and codes of practice of the Trust, including relating to customer care, finance, data protection, ICT, health & safety, anti-bullying and safeguarding/child protection

· To take a pro-active approach to health and safety, working with others in the Trust to minimise and mitigate potential hazards and risks, and actively contribute to the security of the academy, e.g. challenging a stranger on the premises
· To participate and engage with workplace learning and development opportunities, subject to the Trust’s training plan, working to continually improve own performance and that of the team/Trust

· To attend and participate in relevant meetings as appropriate.

· To undertake any other additional duties commensurate with the grade of the post

The above list is indicative and not exhaustive. The post holder is expected to carry out all such additional duties as are reasonably commensurate with the role.

Employees are expected to present themselves and to act in a professional manner at all times, according to Greenacre Academy Trust’s Code of Conduct.

I agree that this job description conveys an accurate description of this job. 

This job description is not exhaustive and subject to review by the Headteacher/Trust Manager in consultation with the post holder as appropriate to the changing needs of the Academy, or anticipates changes in the job commensurate with the grade and job title.

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

The Trust will endeavour to make any necessary reasonable adjustment to the job and the working environment to enable access to employment opportunities for disabled applicants or continued employment for any employee who develops a disabling condition.
Signed …………………………………………
Date ………………………………….


On behalf of Greenacre Academy Trust

Signed………………………………………….
Date…………………………………..


Employee
Secondary Finance Lead
Person Specification
	
	Essential
	Desirable

	NVQ Level 4 in Business Administration or Accounting or equivalent 

Or
Certificate in Financial Reporting for Academies, willingness to work towards
	*
	

	Evidence of commitment to own CPD


	*
	

	AAT Level 4 Diploma in Accounting or equivalent
	
	*

	Management of Teams


	
	*

	Be (or become) familiar with all aspects of Company accounts and Charities SORP
	*
	

	Substantial experience in financial management with sound double entry bookkeeping skills.


	*
	

	Experience of development, management and evaluation of financial and administrative systems to ensure continually effective and efficient service delivery


	*
	

	Experience of effectively using a range of specialist ICT packages to support different office functions
	*
	

	Experience of a range of financial tasks and responsibilities including handling and accurately accounting for cash, budget planning, management and monitoring, and authorising payments from committed expenditures


	*
	

	Experience of producing management and statistical information clearly in a way that can be understood by others
	*
	

	Experience as a Finance Officer in a senior role in an Academy Trust or similar financial environment.
	
	*

	Experience of managing remote teams.


	
	*

	Experience / involvement in procuring and monitoring quality services
	
	*

	Experience / involvement in completing bids for external funding.


	
	*

	Excellent ICT skills with experience of MS Office packages (Excel, Word, PowerPoint)


	*
	


	
	Essential
	Desirable

	Effective written and verbal communication skills appropriate for a range of different audiences, including skills where appropriate in being persuasive, encouraging and negotiating, in order to further the objectives of the Trust.


	*
	

	Interpersonal skills to build and maintain effective working relationships with all colleagues and external agencies.


	*
	

	Analytical skills to interpret advice/statutes and devise policy/practice in the light of these


	*
	

	Ability to work on own initiative with little supervision.


	*
	

	Organisational skills to work under pressure to prioritise and re-prioritise own workload and that of others to meet potentially conflicting deadlines 


	*
	

	Full working knowledge of Financial regulations/relevant policies/codes of practice and awareness of legislation relating to MATs and their academies.


	*
	

	Knowledge of procurement strategies and legislation including the use of purchasing consortia and frameworks. 


	*
	

	Understanding of change management and supporting staff through periods of change
	*
	

	Knowledge and an understanding why safeguarding is important when working with children and young people


	*
	

	Knowledge of the requirements of the ESFA Academies Financial Handbook and Annual Accounts Direction.


	
	*


