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JOB DESCRIPTION

	JOB TITLE


	Trust Finance Officer 

	GRADE
	Grade 5 (Full time, all year round salary band £21,589pa to £26,999pa)   
Full time, term time only pro rata band is between £19,607pa up to £24,521 pa.  

	HOURS
	37 per week, Term time only plus teacher training days plus 2 or 3 weeks during the holidays.   


Job Purpose

Note: Whist this role is based at Caludon School the role will include financial support to other schools in the Trust.
Under the direction of the Trust, including the Director of Finances and Operations and the Trust Senior Finance Officer and Administrator, to undertake responsibilities as a member of the Central Services Trust Team to provide cohesive, efficient and effective finance support, advice and guidance across the full range of finance activities.  A key focus will be ensuring a high quality, business focused finance service is delivered to meet the Trust’s core finance responsibilities.  

This role is a new role which will evolve as the requirements of the Trust change, as the vision and purpose of the central services team develops.

Description of Duties and Responsibilities

1. Ensure the effective and efficient delivery of financial support services to schools within the Trust and ensure compliance with the appropriate financial procedures and audit requirements.

2. Undertake the full remit of finance duties on the schools finance system (PS Financials).  This will entail input and maintenance of data to undertake purchase orders, goods received, invoicing, BACs payments, banking and bank reconciliations.
3. Access the schools financial system and manipulate information to run reports as requested.  Issue monthly budgetary reports to budget holders and leaders as relevant for budget monitoring purposes.
4. Assist with audit processes and end of month/year processes within the schools providing support to other finance colleagues within the Trust where necessary.  Assist the Trust with budget setting and monitoring.
5. Ensure that the appropriate controls and procedures are in place providing guidance to all staff in the correct processes and procedures for procurement following the Trust finance policy and Academies Financial Handbook.
6. Undertake cash handing, including petty cash, in accordance with agreed procedures, ensuring that appropriate authorisation is granted and that cash is checked, receipted and stored safely, and prepared for banking promptly.  Receipt money coming into the schools and other income received internally, and any other income as directed.

7. Establish strong and effective working relationships with finance teams, leaders and headteachers across all the schools in the Trust.

8. Facilitate the marking up of deliveries received in schools by the reception team as required for dispatch to the relevant departments.

9. Facilitate the notification to staff of the arrival of orders by the reception team(s) as required.
10. Alert the Trust Senior Finance Officer or Director of Finances and Operations if there is a difficulty in the completion of any of the tasks included in this role.
11. Ensure that all customers, including students, staff, parents and other users, are provided with a quality service.  Respond to unusual requests, such as assisting distressed students and dealing with emergency situations.

12. Assist the Trust with the review of policies that impact on finance.

13. Ensure the completion of statistical returns and financial information as necessary with the support of the Trust.

14. Assist with the introduction of new systems and procedures, setting up and maintaining new school information systems where applicable.

15. Be aware of and comply with policies and procedures relating to child protection, health and safety and security, confidentiality and data protection, reporting all concerns to an appropriate person. 

16. Support and contribute to the overall ethos/work/aims of the school.

17. Participate in personal and professional development activities to meet the changing demands of the job.
18. Attend and participate in relevant meetings as required.

19. Any other duties and responsibilities within the range of the salary grade.

20. To be accountable for promoting and safeguarding the welfare of students responsible for, or who in contact with.

21. Carry out the duties of the post with due regard to the school's equal opportunities policy, safeguarding, data protection, finance, audit and health and safety procedures.

22. Undertake all necessary training required by the Trust.

23. You may be required to work in any of the employer’s academies for temporary periods.
Responsible to:
Headtacher/Trust Senior Finance Officer /Director of Finance and Operations
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