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	Post title
	Trust Finance Director

	Salary
	Leadership scale L11 to L15 (GBP50,476 to GBP55,600 depending on experience)

	Purpose
	· To provide an effective, efficient and compliant finance service to Trust Directors and internal and external stakeholders.
· To take responsibility and be accountable for the financial leadership and direction of the Trust.
· To challenge thinking, lead and develop on strategic Academy projects that enhance and expand the Trust.

	Reporting to
	CEO, Altius Trust.

	Responsible for
	The leadership and direction of all Trust financial processes and staff across both schools, MEA (Wythenshawe) and MEA Central (Fallowfield). This will involve the direct Line Management of the Trust Finance Manager, who is responsible for three Finance Officers and the Administration team. 

	Liaising with
	Within both the Trust and MEA Central: Senior Leaders, Curriculum Leaders, and Directors.

	Contract type
	Fixed Term (maternity cover) Full Time Trust Contract.  Hours worked will be 35 hours per week. 27 days’ holiday (inclusive of statutory entitlement).


	General Information

	Equality of Opportunity
	· As a senior member of the Trust to take individual and collective professional responsibility for reinforcing and promoting a working environment free from discrimination, victimisation, harassment and bullying. 

· Ensure the development and progression of equality within the sphere of responsibility of this post and the fair and equal treatment of all colleagues, children, parents and visitors. 

	Confidentiality and Data Protection
	· To treat all information acquired through employment, both formally and informally, in strict confidence. 

· To be aware of the school's responsibilities under the Data Protection Act 1998 for the security, accuracy and relevance of personal data held on such systems and ensure that all processes comply with this.

	To contribute as an effective and collaborative member of the Academy team
	· Any other duties as reasonably required by the CEO.

· To have a leading knowledge in the ongoing development, implementation and monitoring of the Academy and Trust improvement plans.

· To create a climate which enables staff to develop, challenge and support each other, resulting in positive professional growth. 

· Attend regular meetings as required and make a positive contribution during meetings.

	Child Protection
	· Being aware of and complying with policies and procedures relating to child protection reporting all concerns to an appropriate person. 


	Main duties: 

	Compliance with key procedures and regulations
	· Ensure that ‘Value for Money’ principles are applied to all purchasing decisions, in line with the Trust’s Scheme of Delegation;
· Lead on procurement for all Trust wide contracts, ensure coherence between schools and tendering is in line with Financial Regulations; 

· Oversight of monitoring and review processes of Trust wide contracts; 

· Ensure that financial standards are complied with in line with relevant legislation and the requirements of the DfE, HMRC, pension providers and other organisations as required;

· Maintain robust financial management policies, procedures and reporting systems that satisfy the requirements of the Trust’s auditors and the DfE;

· Day to day management of financial issues including the establishment and operation of a suitable accounting system and financial controls;
· Ensure there is an effective payroll system ensuring compliance with relevant legislation;
· Ensure adequate insurance arrangements are in place;
· Maintain awareness of relevant legislation, changes in government policy etc;
· Review monthly bank reconciliations prepared by the Finance Manager;

· Authorisation of payroll amendments and review of monthly payroll checking process;
· Ensure all month end procedures are carried out in line with the Financial Procedures manual;
· Ensure all policies are reviewed and approved in line with the policy review timetable. 

	Preparation of returns in line with deadlines
	· Ensure Companies House is kept up to date and the annual return is filed;
· Prepare the quarterly VAT return;

· Ensure returns are submitted to the DfE on time, including the Budget Forecast return, audited Annual report and Finance Statements, audited Accounts Return and Land and Buildings return.

	Management of Trust financial forecast, in-year budget, reserves and cash flow


	· Plan and monitor the cash flow of the Trust, ensuring effective systems are in place to manage debtors and creditors;

· Ensuring appropriate banking and investment arrangements are in place;

· Prepare reports on the Trust’s financial position for meetings of the FPHSE Committee, including an I&E for each school with narrative, group Cash Flow, Balance Sheet and Forecast;

· Provide the Headteachers with up to date budget information via the management accounts and monthly meetings;

· Take the lead role in developing, setting and monitoring the annual budget of the each of the Trust’s schools;

· Keep the three-year and five-year forecast under regular review, reporting to FPHSE Committee at least biannually, taking into account changes in funding and costs.

	Production of Trust Financial Accounts and management of internal and external audits


	· Maintain proper accounting records;
· Prepare annual accounts in line with Charities SORP, Companies House and DfE Coketown accounts, ensuring these are properly presented and adequately supported by the underlying records of the Trust;

· Submit the audited Accounts and Auditors AFR to ESFA and Companies House;
· Liaise with the Trust’s auditors and facilitate all audit arrangements (internal and external).

	Leadership and Strategic direction
	· Provide strategic leadership and management of the Trust’s finance, advising the CEO and Directors Board on all financial matters relating to the Trust;

· Advise the Headteachers, CEO and Directors on financial strategy which supports the aims of the Trust;

· To lead motivate, support, challenge and develop staff to secure improvement;
· To be professional, friendly and respectful towards all colleagues and to address any concerns through proper channels;
· To evaluate work undertaken by teams and individuals ensuring that there is clear delegation of tasks and devolution of responsibilities. 

	People Management

	· To manage staff effectively, ensuring they are motivated and encouraged to succeed thereby maximising their contribution to the Trust;
· To effectively manage staff related issues in accordance with Trust policies and procedures;
· To be professionally accountable for the work of identified individuals and teams;
· To be responsible for the Appraisal of individual staff;
· To congratulate and reward excellence in work performance and follow the Trusts policies and procedure in any cases of unacceptable work performance or misconduct;
· To exercise rigour in the recruitment and selection of new staff and ensure that they are fully inducted, provided with appropriate training as identified through the Trust’s appraisal scheme, and fully and effectively deployed;
· To train and develop staff to equip them for success in their roles and provide them with opportunities for career development;
· To ensure the development of effective team working which will involve mentoring and training of line managers;
· To ensure Trust employment policies and procedures are adhered to.

	Trust development
	· To support the Trust’s aims and to carry out its policies;
· To support the Trust in implementing its Development Plan.

	Duties
	· To carry out any other reasonable duties as assigned by the CEO;
· Additional specific responsibilities may be allocated on appointment on consideration of the strengths of the successful candidate and the needs of the Trust.



	Other duties

	· To engage actively in the performance management process.

· To address the targets set by your line manager through line management processes.

· To adhere to the Trust’s Business Dress Code.

· To attend regular meetings before and after Academy hours, including morning briefings.


Review and Amendment:

This job description is normally subject to annual review. It may be amended at the request of the Altius Trust or the CEO of the Altius Trust but only after full consultation between the parties concerned. It will be signed if agreement is reached.

You are expected to carry out your duties with due regard to current and future Trust policies, procedures and relevant legislation. These will be drawn to your attention during the recruitment process, induction, staff handbook, ongoing performance development and through Trust communications.

	Person Specification

	Required
	Desirable

	Professional finance or finance related qualification 

(e.g. ACA, ACCA, CIMA, CIPFA or equivalent)
	
	

	Relevant managerial and professional experience in a related area at a senior level 
	
	

	Experience of using a finance system for extrapolating and interrogating management budgetary information and producing financial accounts
	
	

	In depth knowledge and experience of financial management, financial regulations and good financial practice
	
	

	Experience of financial leadership and building effective teams
	
	

	Experience of developing financial strategy for an organisation
	
	

	Experience of working at Board level with Governors / Directors
	
	

	Experience of negotiating and managing contracts
	
	

	Visible, articulate and approachable with excellent interpersonal skills both verbal and written
	
	

	Ability to demonstrate a business focus and commercially minded approach to managing public a sector finance function 
	
	

	Excellent communication skills
	
	

	Proactive, innovative and versatile with a high level of drive, energy, enthusiasm, integrity, reliability and resilience 
	
	

	Ability to relate empathetically to parents / carers, staff, students, Governors and the wider community
	
	

	Ability to effectively delegate, prioritise, organise and manage the performance and development of others 
	
	

	Ability to work under pressure and to tight deadlines
	
	

	The capacity for sound judgement in complex situations
	
	

	The flexibility to adapt to changing workload demands and new school challenges
	
	

	Good knowledge of the funding, regulative and legislative environment of schools
	
	

	Experience of using PSF financial system
	
	
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