SEDBERGH
SCHOOL

FOUNDED 1525

Candidate Information Brochure
ManagementAccountant




About Sedbergh School

Sedbergh School, founded in 1525 by Roger Lupton, Provost of Eton, is an Independent
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benefits from fast motorway and rail access to the rest of the UK.

The Scholis a vibrant, demanding and supportive community which encourages pupils and staff to
be involved in as broad a range of activities and interests as possible. Art, Drama and Music are
especially strong, and the School has a national reputation for Spedbergh has its own Prep
Schoollocated approximately five miles away at Casterton.
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by a number of senior managers. Mr D J Harrison MA (Cantab) itetidmaster of Sedbergh Senior
School. Mr W R Newman MA is Headmaster of Sedh@eagitertonPrep School.

The Chief Operaig Officer, Peter Marshall, is responsible to the Principal and Governors for the
management of all admintistive and support staff. The Chief Operating Officer has responsibility not
only for the finances of the School, but also for the extensive landhaildings, maintenance
department, grounds & gardens, catering, housekeeping & domestic staff and all other support staff,
as well as running the commercial trading arm of the School, Sedbergh School Developments Limited.



Position Objective

# To ensure aarate management reporting is delivered a timely basis for decision making
purposes at all levels of thganiation;

# To assist the Financial Controller in ensuring a robust financial control environment is
maintained and processes are as efficienpassible.

Reporting to

# The Management Accountant will report directly to the Financial Controller.

Duties and Key Responsibilities

The duties and responsibilities attached to this role will be those set out below. In additiorge th
duties, Sedbergh School reserves the right to reqthiessuccessful candidate undertake additional

or other duties withirtheir capacity as may from time to time be reasonably required and necessary
in orderto meet the needs of the School.

Management & Leadership

# Managngtwo Accounts Officers, includirmyerseeinglay-to-day communication and
motivation, as well as succession planning dedformanceManagement.

FinanciaManagement

# Postingof prepayments & accruals

# Reconciliatiorof balance sheet accounts

# Closngledgersin line with the management reporting timetahle

# Obtainingand maintaimng a thorough knowledge of the Sch@hccounting system
(currently WCBS) and supeimigthe running of all software updates for the system (along
with the IT Teamwhere required)

# Revievingand documeningaccounting processes, implementing efficiency changes,

enhandng financial controls and providgthe necessary training and support to tteam;
# Assisingin project work to scopeanalyseand implement new software solutions.

Bank and Cash Records

# Responsibility for accuramainterance of theSchoo® caé and bankingecords ensuring
that monthlyreconciliationsare reviewed



Budgets

# Assistingn the production of the annual budget, including managing the bidding process
with the budget holders.

Reporting

# Produdng monthly management accounts f@edbergiSenior School and Casterton
Sedbergh Prep School, including periodic forecasting. To include narrative reports on
performance to budget and prior year varianges

Managngthe extensive suite of detailed budget reports. Proactively liaising with academic
and operational staff with regards to monitoring and managing departmental bugdgets
Providng management reporting for decisiemaking, including project appraisal, evalwati
and postimplementation analysis

Assisingin the production of the annual statutory accounts

Reportng on company assets and liabilitiescluding balance sheet account reconciliatipns
Produdéng and submiting national survey reports
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VAT

# Calculationpreparation,and submission of VAT returns.

Major Repairs and Renewals

# Working closely with the Financial Controller and Bur&peration$ with regards to the
detailed financial aspects of both lotgrm and shortterm maintenance programme and
building projects

Prepaing detailed reporting on capital expenditure and business partner budget holders to
ensure projects stay within budget

Ensuring fixed asst additions are correctly accounted;for

Maintaining the fixed asset register and calcutad and posing depreciation journals
Preparnganalysis of financing options for major capital projects

# Undertaking ad-hoc tasks as required from time to tin® assist in the general running of
the Bursary
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treating colleagues and other stakeholders with respect and digniglldimes

Health & Safety

# TheManagement OO2dzy il yiG Ydzald oS FdAZfteée O2y@OSNEIYy(H &
Policy and report any breaches of the policy to their Line Manager



Person Spefication

Essential Qualifications, Skill&&owledge
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Minimum AATqualified or part-qualified CIMA/ACA/ACCA

Ability to manage, delegate, motivate, monitor and control team activity
Excellentnterpersonal skills with the ability to communicate at all levels with both financial
and nonfinancial management

Intellectualwith a strong commercial acumen

Teamplayer with a positive attitude

The abilityto work effectively in a busy team environment

The abilityto work under pressure and to deadlines

Excellen&ttention to detait

Strongproblem solving/analytical skills

Understandingof, anda commitment to, confidentiality, tact and discretign

Good workingknowledge of MS Windowsased software packages, including Word, Excel,
Outlook,SharePoint

Desirable Qualifications, Skills & Knowledge
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Experiencef working in school or educational setting
Expeienceof WCBS

Understandingf safeguarding

Charityexperience




Safeguarding

Safeqguarding of Children

Safeguarding the welfare of children is of the highest priority to Sedbergh School. Every employee of
the school has eaesponsibility to:

Protect Children from abuse
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Know how to access and implement the required procedures

Keep a sufficient record of any significant complaint, conversation or gvent

Report any matters of concern to the Designated Safeguarding Lead
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# Attend annual irservice training provided by the School




How to apply

If you would like to be part of ourteam, please contactthe HR Department on
hradmin@sedberghschool.arg

Closing date for applicationg=riday 229 January 2021

Please note: arly application is advised as aappointment will be made
upon finding a suitable candidate.

We look forward to hearing from you
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Sedbergh School is committed to safeguarding & protecting the welfare of children.
Applicants must be willing to undergbild protections screening appropriate to the post, including checks with
past employers and the Disclosure and Barring Service.

Registered Charity No 1080672
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