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JOB DESCRIPTION 
JOB TITLE:  


Finance Manager
RESPONSIBLE TO: 

The Directors of Diocese of Gloucester Academies Trust 
LINE MANAGEMENT: 
Head of Finance
CONTRACT TYPE:

Term Time only + 2 weeks 
SALARY: 


NJC Pay Scale Grade 9 (Points 31-36)
Reviewed


October 2023



Overall purpose of this post

The overall purpose of this post is to support the work of the Head of Finance in ensuring that all aspects of the financial management of the trust supports excellent outcomes for pupils.
To ensure compliance with the Academies Financial Handbook as well as the trust’s financial regulations and policies.
To provide high quality and accurate information to the Head of Finance.

To be a highly visible and credible finance manager providing advice and guidance to schools.
To provide high quality line management for the finance leads ensuring that schools receive consistent, and effective support and challenge around all aspects of financial management.
To create and oversee effective systems and processes for budget preparation and monitoring within schools, holding them to account for working within their allocated budget. 

Main responsibilities 
· Under the guidance of the head of finance prepare multi-year budgets at whole trust and individual school level.  
· Work with school leaders to formulate a detailed budget allocation with reference to the school development plan, liaising with the school effectiveness team to ensure that the school effectiveness needs are considered when budget setting.

· Work with the Head of Finance to hold school leaders to account for delivery within agreed budgets. Use key performance indictors to highlight areas of relative strength and weakness to support conversations with school leaders about making efficiency improvements and responding to change. 

· Ensure monthly management accounts are complete, including an income and expenditure report for each school and central team, a whole trust balance sheet, narrative and input to the cash flow report. 

· Ensure the consistency and quality of service delivery to all schools through the line management of the finance leads.
Central
· Support the head of finance in reporting key information to the Trust Board.

· Review the management accounts (income and expenditure) and prepare a detailed commentary, drawing on key performance indicators for the head of finance to review. 
· Regularly report budget variances and concerns to the head of finance.
· Review the balance sheet every month ensuring that there is supporting evidence for all balances including reconciled control accounts.  Monitor the aging of debtors and creditors.  Inform the head of finance of any matters of importance including control account differences, balance write offs, contingencies and reserve uncertainties.  
· Be responsible for finance processes.  Ensure that income and expenditure in relation to projects is recorded accurately in the accounting system. Retain detailed financial records suitable for review by internal scrutiny and examination during external year-end audit. 

· Ensure the finance and budget systems are used effectively and efficiently within the parameters of the responsibilities of the role.

· Ensure the trust receives the income that it is entitled to from the ESFA, local authorities and any other relevant bodies. 
· Report on the spending of grants that have with specific conditions attached to them, such as pupil premium, primary sports premium, SEND/high needs funding, devolved formula capital.  

· Prepare schedules, on a monthly basis, for the year-end audit such as payroll and income reconciliations.
· Lead best practice across the trust, arranging agenda foci for finance team meetings and training events attended by school finance teams and central staff.
· To effectively line manage the finance leads, ensuring that they are supported and challenged appropriately so that they can carry out their responsibilities.

· Be responsible for the professional development of the central finance leads.
· Create, implement review policies and procedures to ensure value for money and the security of financial resources including accurate handling and security of cash and cheques.

· Support with preparation of financial plans for grant applications.
· Assist in the preparation of financial returns to the ESFA, LA and other agencies to ensure submission within statutory deadlines, such as the Budget Forecast Return Outturn, Budget Forecast Return, Accounts Return and Annex G grant returns. 

· Under the direction of the Head of Finance support due diligence for schools joining the trust and project work. 

Schools
· Ensure that schools understand the finance tasks that they should be undertaking and are held to account for those via conversations with the headteacher.

· Support school leaders to monitor performance against budget, identifying trends and variances for investigation. 

· Ensure that school annual and three-year budgets are set in a timely way, are accurate and realistic.

· Ensure that budgets are regularly monitored and forecasts updated with narrative around significant changes.
· Providing support for headteachers to manage their budgets effectively and to reforecast accurately on a regular basis.
· Ensure that monthly payroll reconciliations are completed, including ensuring timely authorisation by school leaders.  Ensure all contract changes have been actioned and differences are explained.  
· Be responsible for delivery of training to schools to enable them to undertake their financial responsibilities.  
Other 

· To support checking the single central record in schools as directed by the DCEO.

· To contribute to centralised training, forums and e-bulletins.  

· To contribute to a positive team atmosphere, and a positive image of the trust with all stakeholders.

· To always act professionally and with integrity.

· To undertake personal continual professional development and learning.
The current main duties and responsibilities of this post are outlined in this job description.  The list is not intended to be exhaustive.  The need for flexibility, shared accountability and team working is required.  The post-holder is expected to carry out any other related duties that are within the employee's skills and abilities, commensurate with the post’s banding and whenever reasonably instructed.  

It is the practice of the Diocese of Gloucester Academies Trust to review job descriptions annually to ensure that they relate to the role as then being performed or to incorporate whatever reasonable changes that have occurred over time or are being proposed.  This review will be carried out by the Trust in consultation with the post-holder before any changes are implemented.  The post-holder is expected to participate fully in such discussions and implementation. 

Person specification 

	Criteria
	Essential
	Desirable

	Qualifications and experience
	· At least an AAT Level 4 or equivalent level qualification with evidence of continued professional development.

· Leading/managing a team.

· Experience in preparing monthly management accounts and other financial reports.

· Experience in preparing budgets. 

· Experience of budget management through a full financial year or life cycle of a project. 
· Experience in reconciling control accounts and resolving technical accounting issues.


	· MAAT qualification from AAT or qualification from ICAEW, ACCA, CIMA or CIPFA.  
· Experience in a role within or providing accountancy services to the education sector.
· Experience in providing management accounts advisory support to leaders who do not hold financial qualifications.

· Experience in analysing, interpreting and presenting financial management reports to audiences ranging from those with minimal financial expertise through to key decision-makers.
· Able to demonstrate technical and operational experience in complex budget management (revenue or capital) through a full financial year or life cycle of a project 
· Experience in mentoring apprentices and supporting trainees

	Skills and knowledge
	· Excellent communication and interpersonal skills (verbal and written)
· Able to engage and communicate effectively with a range of stakeholders, building relationships and modifying style as appropriate to the audience

· Ability and willingness to support and challenge where appropriate 

· Ability to meet deadlines by managing competing priorities over sustained periods of time, making judgments, and adapting to changing circumstances and priorities 

· Ability to work proactively, plan and organise own and others’ workload, to optimise resources and complete targets within agreed timescales

· Ability to organise effective and efficient office systems for record keeping, information retrieval and dissemination of data and documentation 
· High level of ICT competence in Microsoft Office 
	· Confident in delivering finance presentations and training to a range of stakeholders.

· Ability to identify the key areas of challenge.

· Ability to select and apply the most appropriate key performance indicators to analytically review financial data.

· Knowledge of the regulatory and the legislative environment of academies and multi school trusts including a detailed understanding of the Academies Trust Handbook.

· Knowledge of finance in education settings, i.e. revenue and capital funding, VAT, pensions.

· Knowledge of staff terms and conditions applicable to education settings.

· Extensive practical experience of using spreadsheets and financial systems in the manipulation of data to develop financial models and information systems

	Personal Qualities
	· Personable, shares and listens to information, opinions and ideas, using a range of effective approaches

· Acts with discretion and maintains confidentiality

· Able to give supportive challenge

· A creative and positive mind-set

· Resilient and self-reflective
	

	Other 
	· A commitment to uphold and promote equality of opportunity 

· Demonstrates an understanding of safeguarding issues relevant to the post

· A commitment to the vision, values and aims of the Trust
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