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	Job Description:
	Trust Business Manager

	Responsible to:
	Finance Director

	Current Postholder:
	

	Signed:
	Date:


:  

	Post Title:
	Trust Business Manager

	Post Salary:


Location:
	£37,000 - £41,000 per annum
Trust Central

	
	

	Role Purpose

To make a major contribution to the successful management and administration of our Trust and to ensure continuing development in accordance with improvement strategies.
As a member of the Trust Central Team, you will be responsible for the Finances of your allocated academies utilising the systems in place across the Trust to be able to produce meaningful information in a timely manner.
You will work closely with the Director of Finance and provide support for Principals and ALT members when necessary relating to the areas of your responsibility.
Relationships

· Director of Finance – Trust
· Trust Executive Team
· Trust Central Team

· Principals

· Finance Team - Academies
· HR Team - Academies
Main Duties and Responsibilities:

Finance

· Assisting the Principal in budget setting in line with the Trust timetable

· Monthly budget monitoring review with the Principal

· Monthly budget monitoring return to the Director of Finance

· Preparation of monthly management information for review by the Director of Finance

· Academy level VAT checks and VAT126 return 

· Sign off of all academy level reconciliations (bank, petty cash, payroll)

Payroll/Personnel
· Collation of information for and submission of monthly payroll return to the payroll provider
· Detailed payroll checking and sign off (alongside Principal sign off)

· Pension related forms linking to new starters and leavers alongside the payroll checking process

· Updating the HCSS (Access) systems of payroll changes;
· To be responsible for the coordination of staff contracts, dealing with any issues arising from this accordingly; 
· To monitor and evaluate office procedures and practices to ensure efficient delivery of services.




	Special Features 
· The post holder shall be required to work in any of the schools/academies within The de Ferrers Trust group of academies as directed by the Director of Finance or Chief Executive;
· Be a professional role model, and understand and promote the aims and values of the Trust.
Professional Accountabilities (this list is not exhaustive and should reflect the ethos of the Trust)
The post holder is required to be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.  In addition they are to contribute to the achievement of the Trust’s objectives through:
Safeguarding

To promote and safeguard the welfare of children and young persons you are responsible for or come into contact with.
· Commitment to Safeguarding Children  

           Promote and safeguard the welfare of children and young persons you are 
           responsible for or come into contact with by:

· Having an awareness of school safeguarding policy and procedures regarding child protection

· Being aware of the signs and symptoms of abuse by attending relevant safeguarding training

· Understanding and supporting the Academy by attending training relevant to current national safeguarding issues such as The Prevent Duty, Child Sexual Exploitation, Female Genital Mutilation.

· Reporting all causes for concern to the Safeguarding Team using detailed and accurate information.

· Ensuring the safety of all students in the Academy learning environment both indoor and outdoor
· Being fully aware of and understanding the duties and responsibilities arising from the Children’s Act 2004 and Keeping Children Safe in Education in relation to child protection and safeguarding children and young people.

Financial Management

· To be personally accountable for delivering services efficiently, within budget and to implement any approved savings and investment allocated to the service area.
· To maintain awareness of relevant legislation, changes in government policy etc.
People Management

· To comply and engage with people management policies and processes;

· To contribute to the overall ethos/work/aims of the Trust;

· To establish constructive relationships and communicate with other agencies/professionals;

· To attend and participate in regular meetings;

· To participate in training and other learning activities and professional development as required;

· To recognise own strengths, areas of expertise and use these to advise and support others.

Equalities

· To ensure that all work is completed with a commitment to equality and anti-discriminatory practice, as a minimum to standards required by legislation.


	

	Note 1:

The content of this job description will be reviewed with the post holder on an annual basis in line with the School’s performance and development review policy.  Any significant change in level of accountability that could result in a change to the grade must be discussed with the post holder and the relevant trade union before submitting for re-evaluation.




	
	Criteria


	Measured by



	
	Qualifications

·  Diploma in School Business Management or equivalent; or
·  Finance or Accountancy qualification (ACA, ACCA, CIMA) or equivalent
	I



	
	Skills, Knowledge and Experience

· Good Literacy and numeracy skills

· 3 – 5 years’ experience in a finance position, preferably in a senior position.

· Excellent communication skills

· Possess good IT skills, preferably including the use of HCSS (Access) package.
· Experience of managing a budget

· Commercial Awareness – school or academy experience an advantage
	AF/I

	
	Personal Attributes
· Demonstrable leadership

· Highly organised, maintaining accurate records and processes to ensure compliance with relevant legislation

· The ability to work in a confidential and sensitive manner

· The ability to meet deadlines as required

· Flexibility in approach to work

· The ability to build a rapport with relevant teams to ensure that tasks can be delegated and completed as required
	AF/I


Person Specification – Trust Business Manager
AF = Assessed at Application Form
       I = Assessed at Interview
         T = Assessed through Test

Note 1:

In addition to the ability to perform the duties of the post, issues relating to safeguarding and promoting the welfare of children will need to be demonstrated these will include:

· Motivation to work with children and young people.

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people.

· Emotional resilience in working with challenging behaviours and

· Attitudes to use of authority and maintaining discipline.

