
					
[image: ] 





[image: ][image: ]Application 
Pack











[image: ]
	




[image: ]
	



[bookmark: _Hlk135394707]

[image: ][image: ][image: ]



[image: ]


Finance Manager 

37 hours per week, Monday – Thursday 8:00am – 4:00pm, 
Friday 8:00am – 3:30pm, Full Time

Grade 10, Points 35 – 40, £41,496 - £46,549

Permanent

Required to commence as soon as possible

The Board of Directors of the Romero Catholic Academy Trust wish to appoint a skilled, enthusiastic and highly motivated Finance Manager to join our aspirational central team on a permanent basis. This is a rewarding opportunity to be a part of our growing and friendly Multi Academy Trust.

Working in our central Finance team, this will be a key role where you will be responsible for the strategic overview of finance as well as working flexibly across the Trust providing strategic oversight and guidance across our family of schools. The role of the Finance Manager is complex and demanding, but interesting and rewarding.

Although based at the Trust central offices in Padiham, travel may be required to any of our Trust schools.

The appointed candidate will be qualified or working towards ACCA/CIMA/ACA/CIPFA. You will have excellent analytical skills, knowledge of financial management and accounting procedures, excellent communication skills and be willing to undertake further training relevant to the role. Full details of the attributes required for this post can be found in the attached person specification.

If you feel you have the right skills and attributes we are looking for, then we will be delighted to hear from you. If you would like to find out more about the position please contact Zoe Robinson, HR Advisor, on 01282 855500 or zrobinson@romerocat.com

Full details and application forms are available from our website: www.romerocat.com

We are committed to safeguarding and promoting the welfare of young people and expect all staff to share this commitment. The successful applicant will be subject to an Enhanced DBS check.

Closing date: 	Monday 18th September 2023          	
Interview Date:    Tuesday 26th September 2023
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Finance Manager

	Job Description

	POST TITLE: 
	Finance Manager

	GRADE: 
	10 SCP 35 - 40

	CAR USER: 
	Yes 

	BENEFITS:
	Local Government Pension Scheme; free parking; continuous service from other public sector organisations 

	LOCATION: 
	The post will be based at the Romero Trust offices but travel between academies and the Trust head office will be required as necessary.

	RESPONSIBLE TO: 
	CFO

	STAFF RESPONSIBLE FOR: 
	None 

	JOB PURPOSE:
To support and assist the Chief Finance Officer providing a responsive and professional Finance service to our family of schools within the Trust. To ensure our Multi-Academy Trust (MAT) remains compliant at all times with the various financial regulations applicable to Academy accounting.

	Main duties and responsibilities

	Main Responsibilities 
· To ensure all school business managers comply with all internal and external financial regulations.
· Production of budgets and medium-term forecasts.
· Contribute to the development of common financial systems across the Trust.
· Support the Chief Financial Officer in providing a high-quality service to support the Trust’s vision and make a positive impact on pupils, staff and the community.
· Line management, training and development of finance staff.
· To work proactively and effectively with budget holders, managers, operational, finance and other staff within the schools across the Trust.
· Ensuring academy leaders and School Business Managers have the financial information necessary to ensure best value in meeting the objectives of the Trust.
· Producing detailed financial analysis of options to enable the Trust leaders and governance to make the right decisions.
· Line management of finance staff and primary School Business Managers in relation to their finance function.
· Preparation of budgets and three-year financial forecasts as a part of the Trust’s financial planning process.
· Preparation of accurate and timely management accounts with variance analysis in forms suitable for Headteachers and the Trust Board.
· Assistance in completion of statutory and non-statutory financial returns, such as those required by the DfE, ESFA and HMRC.
· Attendance at Trust Audit committee meetings, and at other meetings as requested eg schools’ Local Governing Body meetings.
· Maintenance and improvement of financial policies, procedures and controls, ensuring that these are complied with throughout the Trust.
· Ensure all actions from Internal / External Audit reports have been implemented.
· To assist with devising and implementing appropriate accounting procedures to monitor and control school expenditure, to assist Trust schools to maximise the use of their resources.
· Take a leading role in the development of financial systems and enhancements.
· Administration and development of Trust financial management systems.
· To liaise with the Trust payroll provider to ensure the monthly payroll operates efficiently and effectively, and to ensure all payroll related reports and returns are produced and submitted accurately and on time.
· Provision of advice and guidance to Headteachers on pay forecasts and the impact on school budgets of changes in staffing plans.
· To ensure all purchases follow appropriate competitive tendering/quotes as laid down in the Trust Finance Manual.
· To ensure accurate financial accounting records are maintained that meet both financial management and financial accounting requirements, including control and maintenance of the Trust chart of accounts.
· To ensure regular and timely reconciliation of all balance sheet control accounts.
· To liaise with external and internal auditors as appropriate and oversee implementation of any agreed recommendations.
· To lead and develop the School Business Managers and finance staff, including training and weekly team and monthly 1:1 meetings.
· To monitor cash flow in each school and raise awareness if spending needs to be controlled to remain within cash limits.

Additional Responsibilities
· The postholder will also carry out any other reasonable instructions relating to Finance support given by the Chief Finance Officer, or Chief Executive Officer in order to support the work of the Trust and its schools.
· This job description sets out current responsibilities of the post that may vary from time to time without changing the general character of the post or the level of responsibility entailed.
· Some of the above responsibilities may be achieved through effective delegation and supervision of the day-to-day tasks involved.
· Whilst every effort has been made to explain the main duties and responsibilities of the post, the list is not comprehensive.


	Additional supporting information – specific to this post.

This post does not require a faith commitment within the Roman Catholic Church however, candidates must be supportive of the ethos, vision and values of the Trust and not do anything to undermine the faith commitment of the Trust.  In line with all staff within the Trust, they will be required to sign a Catholic Education Service Contract.

	Note: 
	In addition, other duties at no higher a responsibility level may be interchanged with/added to this list at any time. 

	Prepared by:
	RCAT HR Department
	Date: September 2023





Equal opportunities 
We are committed to achieving equal opportunities in the way we deliver services to the community and in our employment arrangements. We expect all employees to understand and promote this policy in their work. 
 
Health and safety   
All employees have a responsibility for their own health and safety and that of others when carrying out their duties and must help us to apply our general statement of health and safety policy. 
 
Safeguarding Commitment  
This Trust is committed to safeguarding and protecting the welfare of children and young people and expects all staff and volunteers to share this commitment.  

Attendance
Good attendance enhances the service delivered by the Trust, minimises staffing difficulties and ensures best value to the schools. It is essential that applicants for positions in the Trust can evidence a previous satisfactory attendance record/commitment to sustaining regular attendance at work.
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Finance Manager

	Person Specification

	Post title: Finance Manager
	Grade: 10

	Establishment or team: Trust Central Team

	Requirements
(based on the job description)
	Essential 
(E) or 
desirable 
(D)
	To be identified by: application form (AF), 
interview (I), Reference (R), test (T), or 
other (give details) 

	Qualifications

Part-qualified or full qualified (ACCA/CIMA/ACA/CIPFA)
Qualification in School Business Management eg CSBM, DSBM or other finance qualification eg AAT
5 GCSEs including Maths and English Grade C or above
	

E
D

E
	

AF
AF

AF

	Experience

Financial management, managing budgets, financial reporting, procurement and management of fixed assets 
Experience of working in a leadership team or an appetite to lead and develop your own team
Management of staff teams, including professional development and performance management
Project management, planning, managing and monitoring work
Relevant experience within a medium/large organisation or school – minimum 4 years
Developing effective financial administrative systems and procedures
Supporting and advising senior leadership within an organisation
	

E

D

E

D
E

D
D
	

AF/I

AF/I

AF/I

AF/I
AF/I

AF/I
AF/I

	Knowledge, skills and abilities

Ability to deliver services and systems applicable for effective school management
A good knowledge of financial management and accounting procedures
Ability to devolve responsibilities, delegate tasks and monitor work
Comprehensive understanding and use of a variety of financial management systems 
Excellent analytical skills, including use of Excel
Knowledge of what constitutes ‘best value’ and the ability to translate this into all aspects of the job description
Knowledge and understanding of personnel management
Ability to maintain strict confidentiality and discretion at all times
	

E

E
E
E

E
E

E
E
	

AF/I

AF/I/T
AF/I
AF/I

AF/I
AF/I

AF/I
AF/I

	Personal Qualities

Excellent organisational, planning and analytical skills
Committed to the development and ethos of the Trust
Ability to manage people effectively to achieve an efficient and effective team of staff
Ability to build and maintain effective working relationships with a wide variety of people
Ability to work under pressure and to strict deadlines
Reliable, flexible and approachable
Committed to own professional development
	

E
E
E

E

E
E
E
	

AF/I
AF/I
AF/I

AF/I

AF/I
AF/I
AF/I

	Other

Commitment to safeguarding and protecting the welfare of children and young people
Commitment to equality and diversity
Commitment to health and safety
	

E

E
E
	

I

I
I

	Note:	We will always consider your references before confirming a job offer in writing.

	Prepared by: E Fleming, Trust CFO
	Date: September 2023
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