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HASMONEAN MULTI-ACADEMY TRUST


JOB DESCRIPTION

Job Title:		CFO/ Head of Finance and Premises

Department:		Finance

Responsible to:		CEO

Hours:			Hours 36 per week 
Monday - Thursday 08:00 am – 16.30 pm
Friday 08:00 am – 14:00 pm
1 Hour lunch break
22 days annual leave plus 8 bank holidays and additional Jewish holiday

Finance Office		Head of finance and 3 internal staff 


Main Duties and Responsibilities

●	The overall purpose of this post is to provide professional leadership and management of financial and business services for the Trust (which include Premises, IT, Catering services).

●	Be accountable for ensuring the provision of the financial reporting to enable the Trust to achieve its aims and objectives through the effective and efficient management of its financial resources.

●	To promote best practice and to ensure compliance with the financial processes and procedures set out in the policies of the Trust and in accordance with the ESFA Academies Trust Handbook, and the requirements of the DfE and the ESFA.

●	The Head of Finance will have a key role in the management of the Trust and will have effective responsibility for the following:

· Annual Financial Statements, regular management accounts and financial reporting
· Financial and regulatory Compliance including managing external audit services 
· Budget Preparation
· Income Generation
· Financial monitoring - including payroll and staff pensions
· Procurement processes including securing "best value" in all areas
Accounting and Reporting for the Academy

· Ensuring all financial reporting and analysis for the MAT is accurate and provided on a timely basis to ensure the effective conduct of the business of the Academy in accordance with financial regulations
· Preparation of monthly reporting packs to both the CEO and MAT board and attendance at Board Meetings to report on matters related to the role
· Preparation and monitoring and reporting of the annual and three-year budget plan, including obtaining buy-in from relevant department heads whilst managing the sign off process
· Preparation of short, medium and long-term financial planning and strategies to ensure the MAT’s finances are sustainable
· Prepare year end statutory Trust Trustees Report and Financial Statements.
· Preparation and submission of all reporting to Government agencies including engagement with Government Education department(s) and other agencies regarding funding
· Ensuring key financial documents and policies are kept up to date and published on the website to ensure the MAT is compliant with the Academies Handbook
· Oversight of all cash management within the MAT, including but not limited to preparation of regular cash flow forecasts along with early foresight of any potential funding gaps
· Managing the accounting system, ensuring all data input by the team is both timely and accurate
· Managing all procurement across the MAT ensuring both compliance with policy and value for money is achieved at all times
· Management of all payment processing, including staff expense and mileage claims
· Oversight of all financial projects across the MAT (from school outings to building works) ensuring they are properly budgeted, planned and controlled from a financial perspective. 
Financial Management 
· Ensure the Trust has appropriate financial systems in place and managing these in accordance with the agreed policies and timetable; ensuring accurate financial records are maintained and reported to the DfE, ESFA, Companies House and the Charity Commission.
· Prepare Value for Money Statement on behalf of the Accounting Officer.
· Liaise with Headteachers to ensure financial action plans are on track for implementation.
· Keep under review all finance systems and processes to ensure that they are effective
· Research and bid for additional funding to DfE for the Trust and in support of individual academies and assist with the financial monitoring of projects as they are agreed.
Audit Services
· Advise the CEO and the Board on external and internal audit arrangements as required by financial regulations and memoranda.
· Liaise with auditors and facilitate all audit arrangements and monitor auditor requirements and recommendations 
· To undertake benchmarking exercises.

 Finance Control for the Hasmonean Charity, in conjunction with fundraising manager
· Supervising the processes and procedures to engage with parents and community about voluntary contributions and fundraising activities to support the Charity and the MAT
· Providing an update on voluntary contribution levels against targets along with input into where governor focus is required to assist as necessary
· Ensuring accurate and timely processing of school Gift Aid claims
Supervising the preparation of regular accounts for the Charity 


Payroll/Human Resources
· Liaise closely with the HR department to ensure all aspects of HR management (contracts, agreements etc.) are up to date, in line with Academy policy and accurate
· Manage all elements of payroll including timely submission of data to the payroll provider for processing and payment to staff
· Provide regular reports on payroll costs and pay and remuneration to ensure compliance with pay policies for all school staff and support the control of wage costs as part of the budget review. 

Business Management
Line manage the external operations consultant working with the Trust to:
· Develop and review of a 3-year strategic business plan ensuring objectives are linked to the overall long term financial plan of the Trust.
· Manage special projects as required, particularly those concerned with income generation
· Contribute to development and review of the Business Continuity Plan for the Trust.
IT
Line manager the external operations consultant with the Trust to:
· Develop and implement the Trust’s IT strategy 
· Consult with relevant people and other parties to introduce new technology or improve existing technology for different purposes 
· Communicate and implement the Trust’s ICT strategy and relevant policies, including data protection for use of technology across the Trust 
Facilities & Health and safety
Line manage the external operations consultant with the Trust to:
· Work with the premises team to ensure the construction of centrally commissioned projects are undertaken in-line with contractual obligations
· Work with premises colleagues to ensure systems are in place to ensure the safe maintenance and security operation of all school premises and effective monitoring, measuring and reporting of health and safety issues to the executive leadership team, governors and where appropriate the Health and Safety Executive Monitor.
Catering and Procurement
Line manage the external operations consultant with the Trust to:
· Negotiate and maintain best value contracts.
·    Develop, implement and monitor healthy and high quality catering services

NOTES
The above responsibilities are subject to the general duties and responsibilities contained in the statement of Conditions of Employment.

This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so construed.   This job description is not necessarily a comprehensive definition of the post.  It will be reviewed at least once a year and it may be subject to modification or amendment at any time after consultation with the holder of the post.

The duties may be varied to meet the changing demands of the school at the reasonable discretion of the CEO.

This job description does not form part of the contract of employment.  It describes the way the post holder is expected and required to perform and complete the particular duties as set out in the foregoing.

Andrew McClusky
CEO
July 2023
CFO/ Head of Finance and Premises
Person Specification


	Factors
	Essential
	Desirable
	Assessment Method

	Qualifications
	ACA, ACCA or CIMA
	
	Certificates at
selection event


	

Training
	
Evidence of Continuing Professional
Development
	
Member of National Association of School Business Management or other Accountancy
professional body

	
Application form
Selection event

	
Experience
	
Managing strategic financial plans
Managing budgets, financial reporting, procurement and fixed assets
Managing change projects
Managing teams
Managing HR
Managing H & S
	
Managing within an educational environment
Managing at an Executive/  Senior
Management Team level
	
Application form
Selection event

	
Knowledge and Skills
	
Able to deliver services and systems applicable for effective school
management
Able to deliver value for money 
initiatives
Able to understand national & regional
educational services and deliver
appropriate strategies
Able to lead teams and individuals
Able to strategically influence decision making within the school
Able to use a range of ICT packages
	
Understanding of educational enterprise issues
Understanding of how to positive relationships with the wider school community




	
Application form
Selection event

	
Personal Qualities
	
Highly developed interpersonal skills including influencing skills
Willingness to constructively challenge the work of self and others to continually improve own and team performance
Ability to work under pressure and meet deadlines
	
	
Application form
Selection event



image1.png
HASMONEAN
N\ SIS

TN NON T2 PN ON




