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Dear Applicant,

Thank you for taking an interest in the post of Finance Manager (Financial Accounting). I hope the materials enclosed in this pack give you a good sense of what makes the trust a special place to work and provides the information you need about the post. 

Our belief in “Valuing People, Supporting Personal Best” means we are committed to investing in our staff, to help them be happy at work, to provide the support they need to achieve the highest standards they are capable of and to offer the training or guidance they need to undertake their jobs effectively. For example, everybody is encouraged to use a personal development plan, to set their own objectives and to take responsibility for their own improvement priorities. We define effective leadership as “helping others to achieve their best” and that is what your line manager will try to do for you. 

It is important to read the information provided carefully. We want you to be happy in the role you are applying for and committed to performing [image: ]the job to the best of your ability. 

I very much hope you are encouraged to apply for the position and look forward to meeting you soon.

Yours faithfully,
[image: ]
John McNally
CEO



SHARE Multi-Academy Trust is a charitable trust currently consisting of four secondary and four primary academies in West Yorkshire. Our academies are: Shelley College, Huddersfield; Royds Hall Academy, Huddersfield; Thornhill Community Academy, Dewsbury; Whitcliffe Mount Academy, Cleckheaton, Heaton Avenue Primary Academy, Cleckheaton; Millbridge Primary Academy, Liversedge; Woodside Green Primary Academy, Cowlersley; and Luck Lane Primary Academy, Huddersfield. Our academies are thriving – achieving record results and improving their grades at every OFSTED inspection.
[image: ]We believe in helping staff and students to achieve their personal best and are keen to recruit the very best talent to our trust. Shelley College is the Teaching School Hub for Kirklees and Calderdale and as such, we can offer our staff a wealth of first class, personal development opportunities as well as providing an excellent induction programme. Training and ongoing support continues at every stage of our colleagues’ careers, to ensure they enjoy working for the trust.
More than seven hundred people work hard across the trust to ensure we provide the very best education and service to all our schools, from invigilators joining us for a few hours a year, through flexible part-time work to many full-time teaching and support roles.
The Central Services Team 
This post is based with the well-established Central Services Team at HUB 26, Cleckheaton, and the finance team is one of five key service areas including HR, Payroll, Premises & Compliance, and ICT. 

[bookmark: _Hlk87003196]The finance team, led by the Chief Financial Officer, is comprised of four finance managers (two have the remit of management accounting whilst the other two are responsible for financial accounting), a procurement officer, three finance assistants and an apprentice. The team provides an efficient financial service to all our academies which is greatly valued by the staff in schools because it means that they can focus upon teaching and learning.

Please contact the Chief Financial Officer on 01484 868777 if you have any questions regarding this wonderful opportunity. 

[image: ][image: ] Finance Manager Role Profile


	Role Title
	Finance Manager  
	Reporting to
	Chief Financial Officer 

	Section
	SHARE MAT, Central Services

	
	

	Contract type
	Permanent
(All year round). 

	Band
	Band I 



Part A – JOB DESCRIPTION

	Overall purpose of role
	Manage a comprehensive, professional and customer focused finance service across the Trust’s schools in accordance with SHARE Objectives, Policy and Procedures and legislative requirements to meet operational needs.

	Safeguarding Requirements
	These posts require post holders to work in settings with children and young adults. Any employment offer is therefore subject to the results of an Enhanced Disclosure from the Disclosure and Barring Service (DBS). People who may have contact with younger children (i.e. primary school age) are also required to complete a declaration about family or other members of their household.
Applicants MUST complete the MAT’s standard application form to be considered. They will be required to provide evidence of identity and qualifications. Offers of employment will be subject to satisfactory references. For applicants who work or have recently worked in a school, one of the references must be from the headteacher.



	Key Outputs – Finance Manager (generic outputs for both roles)

	1. Contribute to the formulation of strategy, plans, policies, systems, controls and regulations, having overall responsibility for delivery of all aspects relating to finance ensuring a customer focused approach to operational delivery to contribute to performance targets

	2. Responsible for ensuring best practice in terms of financial governance, ensuring probity and legislative compliance of all transactions, and the integrity and suitability of all control mechanisms (audit and risk management).

	3. Build and maintain productive and effective working relationships with key partners through regular communication (e.g. funding and other external agencies, Audit & Risk Assurance Committee, etc).

	4. Ensure financial regulations, policies, procedures, systems and controls are adhered to, and that the trust is (and can evidence that it is) compliant. 

	5. Provide leadership, management, motivation and development of the central financial accounting / management accounting teams, promoting a strong customer service ethos and high professional standards - ensuring the team works in collaboration with other central functions.

	6. Support the Chief Financial Officer in the completion of statutory and legislative returns to the funding and other external agencies, liaising with respective agencies as required.

	7. Commit to and work towards delivering an outstanding education for children and young people in our schools, taking appropriate action to ensure that team members do likewise.




	Key Outputs – Finance Manager (Financial Accounting)

	1. Responsibility for all aspects of financial accounting, including (though not restricted to) the management of financial records, resource allocation, cash flow and cash investment, budget control, financial planning, financial management projects, contractual arrangements with external organisations, and month/year end accounting procedures.  Deliver an effective financial accounting service, ensuring transactions are processed in an efficient and timely manner, to include (but not restricted to): 
· Purchase Ledger (invoices and payments)
· Sales Ledger (invoices, receipts and credit control)
· Internal journals and recharges
· VAT return to HMRC
· Payroll analyses and recharges (including payments to 3rd parties, eg. HMRC, pensions schemes, etc
· Cash flow summaries/forecasts
· Month end procedures, including balance sheet control account reconciliations
· Year-end procedures, including accrual accounting and reconciliations

	2. Develop and maintain effective systems to ensure records and returns for payroll, pensions, income tax and national insurance are up to date and accurate, invoices are processed efficiently, income is collected promptly and debts are minimised.

	3. Provide budget holders with relevant access rights to, and training in the use of, the trust’s accounting system in order that they can raise purchase requisitions electronically, view transactions and run reports. Prepare training materials, manuals and guides as relevant.

	4. Provision of accurate, timely and high-quality financial accounting information, including cash flow, budgetary control, income and expenditure (revenue and capital) across the trust, to enable effective budgetary control, and giving an early warning of difficulties.


	5. Maintain the trust’s Fixed Asset Register, ensuring periodical inspections.

	6. Assist the Chief Financial Officer in the preparation of the annual accounts to prescribed standards, liaising with internal and external auditors, including the preparation and (monthly) maintenance of external and internal (electronic) audit files.

	7. Assist the Chief Financial Officer in undertaking due diligence work and legal conversions for new schools joining the trust. 




	Key Outputs – Finance Manager (Management Accounting)

	1. Responsibility for all aspects of management accounting, including (though not restricted to) the management of financial records, resource allocation, budget control, budget reporting and forecasting, and month/year end accounting procedures.  Deliver an effective management accounting service, ensuring goods and services are ordered in an efficient and timely manner, and that all stakeholders receive accurate and timely financial management reports.

	2. Develop and maintain effective systems to ensure budget forecasts are up to date, accurate and can be relied upon for decision making.

	3. Provide budget holders with relevant access rights to, and training in the use of, the trust’s accounting system in order that they can raise purchase requisitions electronically, view transactions and run reports. Prepare training materials, manuals and guides as relevant.

	4. Lead on procurement in line with the trust’s Procurement Policy, and within a best value framework that delivers savings for academies (e.g. pooling/sharing resources and negotiating local and national deals).

	5. Under the direction and guidance of the Chief Financial Officer, prepare annual and revised working budgets - working closely with academy leaders, central teams and academy-based staff.

	6. Contribute to the preparation of the trust’s short-medium term financial forecasts, forecasts for trust strategies and plans, and development and implementation of strategies for maximising the trust’s finances and resources.

	7. Provision of accurate, timely and high-quality management accounting information, including variance analyses, and a range of key performance indicator (KPI) metrics across the trust, to enable effective budgetary control, and giving an early warning of difficulties.

	8. Contribute towards the preparation of the annual accounts to prescribed standards, liaising with internal and external auditors.




	Dimensions (Financial/Statistical/Mandates/Constraints/No. of direct reports)

	· Range of Teachers / Support Staff of 500 to 1000.
· Number of direct reports up to 3.
· Number of sites – up to 12




	Work/Business contacts

	Internal: School budget holders (generating orders from requisitions raised at school level, and delivery of goods/services).  Leadership teams and local governing bodies (advise/support regarding budget plans and management information).  Schools (internal recharges).  Directors (provision of advice and reports).

	External: Department for Education departments, including Education & Skills Funding Agency (ESFA), Local Authorities, Auditors (internal and external), Audit & Risk Committee), Suppliers, Customers, Banks, Parents (income).


          

                                                                                                                                                                                                                                                                                                                                                                                             
	Expertise in Role Required (At selection - Level 1)
	Essential or
Desirable

	· AAT (Advanced or Intermediate level) or equivalent. 
	Essential

	· Full professional qualification, ACCA, CIMA or CIPFA, or equivalent.
	Desirable

	· Proven experience of delivery of wide range of Finance services.
	Essential

	· Proven ability to interpret and provide advice to managers on a diverse range of Finance issues (e.g. budgets, spending forecasts).
	Essential

	· Experience of successfully leading a team.
	Essential 

	· Excellent communication skills both written and verbal.
	Essential

	· Educated to degree level or equivalent.
	Desirable

	· Substantial experience of preparing budget and/or substantial experience of preparing financial accounts.
	Essential

	· Experience of preparing financial accounts for audit.
	Essential

	· Experience of education sector.
	Desirable

	Other (Physical, mobility, local conditions)

	· Has the ability to travel around the trust area (and when required, throughout the UK).
	Essential

	· Is willing to work flexibly within scope of overall hours, e.g. occasional evening meetings.
	Essential

	· Has a full current UK/European Driving Licence.
	Essential

	· Has access to a motor vehicle and is prepared to use it for business purposes.
	Essential


           
                                                          
	Expertise in Role - After initial development - Level 2

	· Detailed knowledge, experience and application in supporting school leaders with all aspects of financial and management accounting.   

	· Has detailed and up to date knowledge of best professional practice and changes in relevant legislation in relation to financial/management accounting, audit, financial controls, risk, procurement and contracts.

	· Has detailed and up to date knowledge of how financial regulations, policies, procedures and strategies support the trust and school objectives.

	· Has detailed knowledge of the trust and school structures and organisation.

	· Has successfully developed contacts with people, both internal and external.

	· Has successfully contributed to a range of corporate initiatives.




	Expertise in Role (Advanced - Level 3)

	· Has been actively involved with the development and implementation of corporate (trust) initiatives.

	· Is used by colleagues as an expert source of information on finance matters.

	· Has identified and utilised good practice within the trust, other education organisations and external bodies to improve service delivery.



	Structure

	Chief Financial Officer




Finance Manager
(Financial Accounting)  x 2
Finance Manager (Management Accounting) x 2



Procurement Officer




[bookmark: _Hlk126065968][bookmark: _Hlk126065969]Finance Assistant x 3
Finance Apprentice

	





	Signatures

	
Approved by:  CEO	

Approved by: Post Holder/or Representative           





Revised Nov 2021	
Due to the safer recruitment requirements for staff working in education, we cannot accept CVs. Please go to the EVERY Education Candidate Portal, by clicking on the link below to register and to complete an online application form.  
https://candidates.every.education/Vacancies/Details?advertKey=df4fd924-4246-431a-8ba8-8c4b594107c8

Closing Date is Monday 27th November 2023.
Interviews will take place at HUB 26, Cleckheaton on Tuesday 5th December 2023
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