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	Job Title: 
FINANCE MANAGER
	Grade: 
S01 (pending review)

	Department:   
Business and Finance Service
	Accountable to:  The Business Manager

	Contract:               Permanent, all year round  
	Responsible for:  Finance Team 






	Requirements for the Job/Evidence

The following section is the requirements for the job and lists the essential and desirable requirements needed in order to do the job. Applicants will be shortlisted solely on the extent to which they meet these requirements.  Please note  A = Application Form I = Interview/assessment process          



	Competency
	Essential
	*How Assessed
	Desirable
	How Assessed

	Qualifications:
	Degree or other relevant equivalent qualification
Professional accountancy qualification (e.g. AAT, CIMA, CIPFA, ACCA, ACA etc)


	w
	
	

	Experience:


	Significant experience in budget management using financial management systems.
	A/I


	Significant experience of working within a Secondary School/Academy.
	A/I

	Knowledge and Statutory Requirements
	Substantial knowledge of accounting procedures, including budgeting as well as knowledge of statutory regulations relating to financial procedures and audit requirements as well as statutory returns and Charity Commission regulations.

Knowledge and commitment to safeguarding and promoting the health, safety and welfare of young people.


	A/l
	
	

	Planning, Organisation and Mental Challenge:
	Excellent analytical, judgemental and creative skills to plan and develop the Academy’s annual financial budget requirements.

Excellent time management skills with the ability to be able to work to tight deadlines.


	A/I
	
	

	Interpersonal & Communication:
	Developed interpersonal and excellent communication skills.
	A/I


	
	

	Physical Skills and Demands:
	Working within an office environment, developed physical skills to be able to manage/input into Management Information System accurately.
	A/I
	
	

	Initiative & Independence 
	Ability to work on own initiative and to take independent action.

Prioritising own workload on a daily basis and the ability to respond to unanticipated problems.


	A/I
	
	

	Emotional Challenge and Resilience:
	Some emotional resilience will be required.
	A/I



	
	

	Philosophy and Commitment 
	An interest in educational issues.

A belief that everyone can benefit from, and has entitlement to, high quality educational opportunities. 

A personal commitment to lifelong learning and continuous professional development. 

Commitment to high standards, best value and continuous improvement.
	A/I
	
	

	Personal qualities: 

	Ability to be reflective and self-critical.

Enjoys working with young people.


	I

I
	
	


	Responsibilities for Resources:

Line Management Responsibilities:  Finance Assistant(s).
Financial Responsibilities:  The job involves high direct responsibility for financial resources.
Physical Resources:  Substantial responsibility for the Academy’s financial database systems.

	Responsibility for People:   The jobholder’s role impacts directly on people with the provision of payroll accounts and overall financial services within the Academy and the Multi Academy Trust.
Responsibility for Policy Developments : The jobholder will be expected to contribute significantly to Financial Policies and Procedures within the Academy and the Multi Academy Trust.
Responsibility for Student Outcomes:

The job involves no direct impact on the educational outcomes of students


	Working Conditions:   Office based in the Academy but can be exposed to student/parent/carer issues on a regular basis re. finance.
Main Contacts: The jobholder liaises with the Headteacher, SLT, MAT Finance Director, Curriculum Leaders, Line Managers, parents/carers, staff, ESFA, and external contractors/suppliers.


	Characteristics of the post:
The employment checks required of this post are:

· Evidence of entitlement to work in the UK

· Evidence of essential qualifications

· Two satisfactory references

· Evidence of a satisfactory safeguarding check e.g. an Enhanced DBS Disclosure

· Confirmation of medical fitness for employment as required
· Registration with appropriate bodies (where applicable)
· 

	Date  September 2017
Signature of Postholder:                                                                                                    Date:


	This is a description of the job as it exists at present; All Academy Job Specifications are reviewed and are liable to variation in consultation with the post-holder in order to reflect future developments, roles and organisational change.
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JOB SPECIFICATION  











Overall Purpose of the Job:





Provide a high quality financial management service in all aspects of Finance for Horbury Academy.


Ensure compliance with financial regulations and Academy policies.


Committed to the safeguarding and promotion of the welfare of young people and to demonstrate this commitment in every aspect of this post.





Key Outcomes/Activities:





Financial Responsibilities


Reporting directly to the Business Manager for day to day financial and accounting procedures.


Responsible for the day to day administration of the Academy accounting systems ensuring accuracy.


Manage the effective implementation and operation of financial controls within the Academy.


Complete monthly financial accounts for all bank reconciliations, payroll administration and reconciliation for all staff salaries, including pension administration.


Manage the purchase ledger by authorising the entering of purchase orders for all goods and services, ensuring expenditure is posted to the correct cost codes, authorising weekly cheques and BACS/online payment batches, liaising with creditors to ensure timely payment of invoices.


Manage the sales ledger by raising and authorising invoices in relation to Academy activities, collecting, recording and banking of money in relation to Academy activities, ensure effective management of online payment systems and ensure effective management of the petty cash account.


Support the Business Manager with financial reports as required for the Senior Leadership Team, MAT Finance Director,  Governing Body, Board of Directors, Education and Skills Funding Agency (ESFA), DfE and any other external bodies as required including assisting in  the preparation of the annual Academy budget; assisting in the submission of accurate records for analysis by the Education and Skills Funding Agency or auditors as required and be prepared to discuss and explain all entries; ensuring prompt and efficient completion of monthly, quarterly and annual reconciliations as required by the Governing Body, MAT Finance Director or Board of Directors.












































Middle Leadership Responsibilities


Hold regular team meetings with managed staff.


Advise on all matters relating to Finance as required.


Undertake budget monitoring and prepare costed plans for repairs/maintenance and building activities as required.


Attend the Academy’s Events Team meeting and other finance related meetings as required.


Deal with parents or student queries relating to finance.


Appraise the Finance Team completing annual appraisals, identifying and meeting training needs for all staff, ensuring staff are customer focused, friendly and helpful at all times.





Legal Responsibilities:


Achieve and ensure best value for all goods and services procured in line with current procurement legislation.


Oversee the annual audit of Academy assets.





General Academy Responsibilities





Contribute to and uphold the vision and ethos of Horbury Academy and the Accord Multi Academy Trust.


Recognise own strengths and areas of expertise and use these to advise and support others.


Promote team work within the team, working in partnership to ensure effective working relations.


Treat all users of the Academy with courtesy and consideration.


Be aware and comply with all Academy Policies at all times.





The duties and responsibilities highlighted in this job specification are indicative and may vary over time.  Postholders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.











