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	Post Title:
	FINANCE CONTROLLER

	Salary / Grade:
	PO1 33-36 (NJC Scales) 

	Responsible for:
	Management of the Schools Financial Systems

	Responsible to:
	Chief Financial Officer

	Weeks / Hours:
	Full Time (52 Weeks)

	 Job Purpose
   
  To manage the Schools Financial systems and add value to all output generated from the systems to aid
  decision making across the School


	  
Main (core) Duties
   
· To manage the Schools financial systems and maintain the link between the financial system and all 
      feeder systems. Currently the School use Access Dimensions which imports data from Sims, Tucasi 
      (Online payment provider), Cunningham’s and HCSS Budgeting

· To proactively manage the process of updating the Schools financial systems at key points in the year
            e.g. admissions including managing the consent of Biometric information and collecting the data. 

· To ensure all procedures in the Finance department adhere to the School’s internal controls
      framework and are adapted accordingly to reflect audit recommendations and the issuance of DfE
      guidance

· To build integrity to the data in the financial system by adding value to system generated reports and
      presenting these in a user friendly manner

· To assist with the strategic planning of the School via the production of monthly management reports
      and forecasts for review by the Chief Financial Officer 

· To act as a ‘bridge’ to facilitate closer working relationships between teaching and support staff

· To develop and implement best financial practice with all stakeholders and to communicate new
            practices across the School

· To manage and monitor Contracts for the provision of services and ensure they are secured in line
      with tender procedures and delivered according to Service Level Agreements

· To carry out monthly reconciliations of control accounts for review by the Chief Financial Officer

· To maintain the School’s fixed asset register

· To complete VAT returns and reconciliations

· To contribute to the School Business Management Meetings, ensuring financial implications of
            decisions are considered in the School’s processes

· To Line manage the Educational Visits Administrator and Procurement & Accounts Administrator

· To manage the Lettings process and to assist the Chief Financial Officer with the appraisal of other
            income generation options for the School

· To assist with preparing bids for Capital and Revenue grants 

Responsibilities:

	Financial Management

· To manage the Schools financial systems building integrity into the data by applying sound accounting principles

· To prepare monthly management accounts for the Chief Financial Officer according to agreed time scale, identifying and informing the Chief Finance Officer of the causes of significant variance in order to take corrective action

· To process the monthly accruals and prepayments and process year-end adjustments

· To have responsibility for the monthly activity of checking all of the control accounts, resolving issues in a timely fashion and reporting significant or regular issues.

· To ensure all ancillary income due to the school from Local Authorities and other organisations are collected on a timely basis 

· Responsible for all BACS runs, making sure that all suppliers are paid in a timely manner and ensuring that the Trust’s credit score is maintained

· Maintaining oversight of the Schools ordering system and proactively resolving any issues with the system via line management of the Procurement and Accounts Administrator.

· To maintain oversight of the receipt of income from Trips via reconciliation of the trips control account.

· To be accountable for the regular statement reconciliation for all bank accounts, on-line payment system (Tucasi), petty cash and various floats

· To develop, in conjunction with the Chief Financial Officer, annual budget forecasts and returns to the EFA

· Use the agreed budget to actively monitor and control performance to achieve value for money

· Provide ongoing budgetary information to budget holders

· To support the Chief Financial Officer with financial returns and year end audit schedules

· To be responsible for all the banking of catering income and ensure that it is recorded correctly on the systems, raising any issues with the Chief Financial Officer

· Manage the cashless catering process and liaising with the catering and cashless services providers to maintain systems robustness

· To complete monthly VAT returns and to ensure that the school reclaims VAT on eligible expenditure and records VAT on all relevant income

· To assist with the preparation of the Final audit and liaise with auditors

· To assist the Chief Financial Officer where required with any queries relating to errors/discrepancies and other financial matters

· To ensure during the admissions process that biometric information for students and staff is processed and recorded accurately and all data is managed in line with the schools data protection policy and compliant with GDPR.


Line Management

· To line manage the Educational Visits Administrator and Procurement & Accounts Administrator on a day to day basis.

· To carry out annual reviews in line with the academy’s procedures and to support the staff during the year with their targets.

· Manage the recruitment and professional development and training of direct reports. 


Payroll 

· Preparing monthly payroll reconciliations and entering the figures into the schools financial system keeping accurate records for the purpose of internal and external audits.

· Support the Chief Financial Officer with all annual returns, i.e. HMRC and pensions

· To deputize for the Chief Financial Officer in their absence for all payroll queries


General Administration


· All staff have a responsibility for the safeguarding and promotion of well-being of all pupils


	· To participate in the development review process, taking personal responsibility for identification of learning, development and training opportunities in discussion with the Chief Financial Officer

· To comply with individual responsibilities for health & safety in the workplace

· To ensure that all duties and services provided are in accordance with the School’s Equal Opportunities Policy

· The Governing Body is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment

· The duties above are neither exclusive nor exhaustive and the post holder may be required by the Chief Financial Officer to carry out appropriate duties within the context of the job, skills and grade




 Any other reasonable duties as directed by the Principal




Person Specification

Essential

· Part Qualified 

· Excellent knowledge of Excel

· Previous experience working with a financial management system

· Ability to complete returns, write letters and detailed reports

· Ability to exchange complex verbal information clearly

· Ability to communicate respectfully with colleagues and clients

· Ability to negotiate effectively to achieve best outcomes

· Establish effective relationships with those working in and with the school

· Ability to establish rapport and respectful and trusting relationships staff and pupils where appropriate

· Ability to make a distinctive contribution to the work of a team

· Contribute to the development and implementation of effective systems to share and safeguard information 

· Excellent organisational skills

· Ability to remain calm under pressure

· Ability to manage and support the work of others

· Ability to plan and manage own time effectively


Desirable

· Willing to develop the role via an apprenticeship scheme or other training
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