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About the Role

We are seeking a highly organised, proactive and detail-focused Finance Officer to join our growing Multi-Academy Trust. This is an exciting opportunity for a finance professional who enjoys working in a varied role, supporting both the central trust team and our schools to deliver excellent financial management and administrative support.

Working closely with the Chief Financial Officer, Chief Executive Officer, Headteachers, school finance teams, Governors, Trustees and external auditors, you will play a pivotal role in ensuring the Trust's finances are managed efficiently, accurately and in compliance with statutory and regulatory requirements.

The successful candidate will be passionate about delivering high-quality financial support, maintaining robust financial controls and building positive relationships across our schools. You will contribute directly to the financial sustainability of the Trust, helping school leaders make informed decisions that ultimately support the best outcomes for our pupils.

Key Responsibilities

Financial Management and Reporting

· Support the CFO with year-end processes and preparation of statutory accounts.
· Assist in the production of monthly management accounts and financial reports.
· Monitor income and expenditure against budgets, identifying and investigating variances.
· Support annual budget setting, budget revisions and forecasting activities.
· Prepare accruals, journals, reconciliations and month-end adjustments.
· Undertake income analysis, intercompany recharges and internal financial transactions.
· Support the administration and monitoring of leases and other financial commitments.
· Assist in the preparation and submission of financial returns to the Department for Education, Local Authorities and other agencies.

Banking and Treasury Management

· Manage Trust and school bank accounts.
· Process and post cashbook transactions accurately and in a timely manner.
· Complete daily and monthly bank reconciliations.
· Process inter-account transfers and banking transactions.
· Support cashflow management and financial planning activities.



Payroll and Staffing Finance

· Maintain payroll records and process payroll-related journals.
· Complete payroll reconciliations and support schools with payroll queries and processes.
· Ensure payroll information is processed accurately and within required deadlines.

Purchase Ledger and Supplier Management

· Raise purchase orders and requisitions in accordance with Trust procedures.
· Process purchase and sales invoices accurately and promptly.
· Prepare and process BACS payments.
· Review outstanding purchase orders and commitments.
· Reconcile supplier accounts and resolve discrepancies.
· Manage supplier statements, queries and payment issues.
· Support schools with purchase ledger processes and financial transactions.

Audit, Compliance and Financial Control

· Support internal and external audit processes by preparing documentation and responding to information requests.
· Ensure compliance with Trust financial procedures, policies and regulations.
· Maintain accurate financial records and supporting documentation.
· Monitor financial controls and support continuous improvement of financial systems and processes.
· Support schools in preparing for audits and maintaining high standards of financial governance.

Administrative Responsibilities

· Maintain organised electronic filing systems.
· Support the effective administration of the Trust's financial systems and databases.
· Produce reports, correspondence and financial documentation as required.
· Ensure all records are accurate, confidential and maintained in accordance with data protection requirements.

School and Trust Support

· Provide advice and guidance to school-based staff on financial procedures and payroll processes.
· Support Headteachers and school leaders through the provision of timely financial information.
· Assist schools with cash handling, reconciliations, monitoring and financial compliance.
· Contribute to Trust-wide projects, training events, INSET days and network meetings.
· Support colleagues across the Trust and provide administrative cover when required.



What We Are Looking For

Essential Skills and Experience

· Strong communication and interpersonal skills, with the confidence to work with colleagues at all levels.
· Experience working within a finance, accounting or financial administration environment.
· Strong numerical and analytical skills with excellent attention to detail.
· Experience of financial reconciliations and processing transactions.
· Good understanding of accounting principles and financial procedures.
· Proficiency in Microsoft Excel and other Microsoft Office applications.
· Excellent organisational and time management skills, with the ability to manage competing priorities and meet deadlines.
· Ability to work independently and use initiative while contributing effectively as part of a team.
· Commitment to maintaining confidentiality and handling sensitive information appropriately.

Desirable Skills and Experience

· Experience working within the education sector, academy trust or school finance environment.
· Knowledge of academy funding and financial regulations.
· Experience using financial management systems and education software such as SIMS.
· AAT qualification or equivalent accounting qualification, or willingness to work towards one.

Personal Qualities

· Professional, approachable and trustworthy.
· Highly organised with a methodical approach to work.
· Accurate and meticulous in maintaining financial records.
· Committed to delivering excellent customer service to schools and stakeholders.
· A strong team player who enjoys building positive working relationships.
· Solutions-focused, with a proactive attitude to continuous improvement.
· Committed to the values, vision and ethos of the Trust.

Safeguarding Statement

The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. The successful applicant will be required to undertake appropriate safeguarding checks, including an enhanced DBS check.




Person Specification
Key: 	A = Application		I = Interview	R = Reference
	Selection criteria
	Method of Assessment
	Essential 
	Desirable
	

	1. Qualification and Training

	Possess good numeracy and literacy skills
	A, I, R
	
	
	

	Possess a recognised accountancy qualification CIMA/ACCA/AAT or equivalent
	A, I
	
	
	

	2.  Skills and Experience

	Successful experience of maintaining an effective financial information management system in a busy office environment
	A, I, R
	
	
	

	Experience of rigorous monitoring and control procedures
	A, I
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	An understanding of the importance of financial regulations, and a knowledge of such regulations or an ability to learn these through training.
	A, I
	
	
	

	Ability to apply numerical skills to check and record accurate financial information, with an ability to proof read large amounts of financial data.
	A, I
	
	
	

	Ability to keep accurate financial records and maintain an efficient filing system.
	A, I
	
	
	

	Accuracy and precision when preparing, maintaining and monitoring financial records and dealing with cash.
	A, I, R
	
	
	

	An understanding of the requirements for ensuring an efficient payroll system.
	A, I
	
	
	

	Experience of negotiating and procuring contracts 
	A, I
	
	
	

	Effective communicator, both verbally and in writing, with an ability to relate to staff at all levels of seniority.
	A, I
	
	
	

	Good organisational skills to meet any financial deadlines as required throughout the school financial year.
	A, I
	
	
	

	Ability to manage own workload effectively.
	A, I
	
	
	

	Excellent IT skills and the ability to use financial management software packages or similar systems.
	A, I, R
	
	
	

	Have a knowledge and awareness of the regulatory framework around education and schools.
	A, I
	
	
	

	Experience of line managing other staff
	A, I
	
	
	

	Is likeable, approachable and can motivate and get the best out of people
	I
	
	
	

	Ability to relate well to children and adults.
	I, R
	
	
	

	Be able to work constructively as part of a team, understanding school roles and responsibilities and your own position within these.
	I
	
	
	

	Ability to identify your own training and development needs and cooperate with the means to address these needs.
	A
	
	
	

	Knowledge of school procedures 
	I
	
	
	



	3.  Personal Style and Behaviour

	Tact and diplomacy in all interpersonal relationships with the public, pupils and colleagues at work.
	I, R
	
	
	

	Self-motivation and personal drive to complete tasks to the required timescales and quality standards.
	I, R
	
	
	

	The flexibility to adapt to changing workloads and new challenges.
	I
	
	
	

	Personal commitment to ensure that services are equally accessible and appropriate to meet the diverse needs of the service users.
	I
	
	
	

	Personal commitment to comply with policies and procedures
	A
	
	
	

	Personal commitment to continuous self-development.
	I
	
	
	

	Personal commitment to continuous school improvement.
	I
	
	
	

	Personal commitment to the school’s professional standards, including dress code as appropriate.
	A, I
	
	
	

	Be willing to consent to apply for a DBS check. 
	I
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