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Job Description 	

Job Title:	Management Accountant

Reports To:	Financial Bursar

Responsible For:	Purchase Ledger Clerk


Purpose of Job:

Supports the Financial Bursar in the preparation of accruals and prepayments, the monthly management accounts, annual budgets, fixed asset register and termly forecasts ensuring that all expense payments and fixed assets are recorded and executed in a timely and accurate manner. Ensure that financial management information is accurately, timely and clearly presented to stakeholders including the Senior Leadership Team to facilitate effective management decisions.
Identifies system improvements and assists in the planning and implementation of these in order to improve overall School efficiency and cost-effectiveness. 
Supports the Financial Bursar in obtaining value for money for the School by obtaining competitive quotes and finding alternative suppliers. 

Main Duties and Responsibilities:

· Supervises the purchase ledger function to ensure all invoices/expense claims are paid in a timely manner. Assists in complicated supplier accounts, obtaining competitive quotes and recommending processes to reduce costs
· Keeps the fixed asset register up to date and reconciled to the nominal ledger
· Ensures the budget Capex reporting is reconciled to the Fixed asset register
· Reconciles the Balance Sheet Accounts, in particular Control Accounts
· Ensures the posting of credit card expenses and personal expense claims are up to date for budget holders and reconciles the control accounts
· Responds to budget holder queries, identifying any overspends and reporting concerns to the Financial Bursar accordingly
· Prepares accurate and timely monthly prepayments and accruals in consultation with budget holders.
· Produces clear, well presented and focussed reports for reporting actuals against budgets and highlighting key variances analysis
· Assists the Financial Bursar in the budgeting & forecasting process 
· Prepares and posts journals to the nominal ledger and purchase ledger
· Reviews and analyses P&L and Balance sheet codes for errors, investigating and correcting where appropriate.
· Works with the finance team to ensure month end processing/responsibilities are achieved, so management accounts can be prepared accurately.
· Prepares and sends bank payments (including foreign currency) as required.
· Assists the Financial Bursar with the implementation of new finance systems and make suggestions for improvement and development where appropriate.
· Supervises and monitors the performance of the Purchase Ledger Clerk, providing guidance and ensuring statutory regulations and internal controls are followed to safeguard the Schools assets
· Deputises for the Financial /Assistant Financial Bursar in their absence
· Work with the Assistant Financial Bursar to plan cover/provide cover for the Finance team as required, ensuring there is sufficient resource and cross training to enable effective cover for other roles.

General responsibilities:  

· Attend training and staff INSET sessions organised by the School to provide a consistent approach across the entire School staff population
· Attend Royal Russell Day and Open Day as required.
· Ensure the safety and wellbeing of children and young people at the School by adhering to and complying with the School’s Safeguarding and Child Protection Policy at all times
· Display correct staff identification at all times whilst on site
· Adhere to departmental policies and procedures to ensure personal safety as well as the safety of colleagues, pupils and visitors
· Carry out other reasonable duties as requested by the Financial Bursar or members of the Senior Management Team

This job description contains an outline of the typical functions of the job and is not an exhaustive or comprehensive list of all possible job responsibilities, tasks, and duties. The job-holder’s actual responsibilities, tasks, and duties might differ from those outlined in the job description, and other duties commensurate with this level of responsibility may be either permanently or temporarily assigned as part of the job.

January 2018





Person Specification – Management Accountant

Qualifications

· GCSE Maths and English at Grade B/Level 6 or above, or equivalent
· AAT part or fully qualified or an ACCA/CIMA studier.

Experience

Previous experience of

· accounting using computerised systems such as Sage 200/50,Quickbooks
· a small/medium size commercial business or Educational finance setting
· preparing accruals, prepayments, and monthly management accounts
· analysing data and preparing clear, well planned spreadsheets
· maintaining a fixed asset register (desirable)
· supervising staff (desirable)

Knowledge 

Knowledge and understanding of:-

· Management Accounting principles
· Fixed Asset Register
· Double entry bookkeeping
· General ledger accounting
· Finance Systems software (desirable) – Feemaster, ISAMs, Sage 200, Sage 50 
· Data validation 
· Excel reports using PIVOTS, VLOOKUPs, IFs and other formula where required


Skills and abilities

· Ability to communicate financial information effectively at all levels, internally and externally using appropriate methods and language, to ensure good working relationships with suppliers and teachers/staff
· Computer literate, with an ability to quickly understand and use new finance software (as detailed above)
· Advanced Microsoft Excel skills
· Basic Microsoft Word and intermediate Outlook skills                      
· Effective time management and prioritisation skills, with ability to work to deadlines
· Attention to detail, and ability to work with accuracy
· Ability to work as a team and to focus independently 
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