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Description automatically generated]JOB DESCRIPTION AND PERSON SPECIFICATION

Post: 			Trust Finance Officer
Salary/Grade: 		Grade 5 (£25,951 - £27,733)
Responsible to: 	Senior Finance Officer 
Working time: 	Full Time (36 hours, all year)

Main purpose of the post:
Working flexibly and collaboratively with the Senior Finance Officer and central team, to provide an efficient Finance service and to ensure that the work within the area matches the Trust’s quality standards and finance regulations/procedures.  

Main duties:

1 Staffing
1.1 Work collaboratively as part of a team to share good practice.
1.2 Work flexibly providing cover for absent colleagues when required.
1.3 Participate in continual professional development and coaching and mentoring to enhance and share good practice.
1.4 Show flexibility in working patterns as occasional evening/weekend work may be required.
1.5 Undertake training offered that is necessary for the proper performance of the post.
1.6 To assist with the induction of new staff on the finance office procedures, and provide training and assistance to Budget Managers and Holders.

2 Students
Safeguarding
2.1 Commit to safeguarding and protecting the welfare of children and young people by ensuring effective implementation of the Safeguarding policy/procedure and Prevent Strategy.

3 Quality Assurance
3.1 Participate in the Trust’s performance Management Review system and have an annual review meeting with your line manager.
3.2 Keep a professional development file to record personal training and development.

4 Equality and Diversity
4.1 Create a purposeful, positive and supportive working environment, sensitive to equality and diversity. Ensuring that users of the facilities are treated with care & consideration.


5  Management Information and Administration 
Carry out Accounts Payable Procedures
5.1 Processing and dispatching orders for goods & services and periodically reviewing outstanding orders/commitments on the system for viability.
5.2 Carry out the necessary checks of new suppliers, following a new supplier request, and subsequently setting them up on the finance system.
5.3 To ensure wherever possible the “Approved Supplier Listing” is adhered to.
5.4 To assist with college procurement, obtaining quotes & comparing costs where applicable
5.5 To assist with checking invoices against original orders & acting on discrepancies.
5.6 Processing invoices received onto the Trust finance system, and follow up for approval from budget holders.
5.7 Reconciling supplier statements. 
5.8 Processing BACS payments to suppliers, on a weekly basis. 
5.9 Processing staff expense claims.

Carry out Cashbook Procedures
5.10 To assist with income collection and banking, including counting and bank of cash as the Trust works towards a cashless suite.
5.11 Posting cash receipts and payments onto the finance system, and reconciling cash collection and preparing banking.
5.12   Liaising with the cash collection service provider to arrange cash collections when required
5.13  Maintaining petty cash, recording transactions and replenishing when necessary.

Carry out Month End Procedures
5.14 Post the relevant month end journals for the Trust, including hospitality recharges, recognition of Top Slice and any other relevant journals.
5.15 Assist with monthly bank reconciliation and other ledger reconciliations.
5.16 Assist with updating the fixed asset register and running monthly depreciation.

Other
5.17 Processing Bursary payments on a weekly basis.
5.18 Provide finance department support for student trips, including reconciliation of income to expenditure.
5.19 Raising sales invoices, when required. 
5.20 Setting up new customers on the finance system, following new customer request forms have been received. 
5.21 Support the Finance Team in chasing of aged debtors, to ensure income is received promptly.
5.22 Answering queries within the finance inbox, and investigating any issues which arise.

6 Communications
6.1 Attend Trust events, briefings and meetings as part of the Trust’s meeting schedule.
6.2 Use the Trust’s systems, policies and procedures to communicate issues as necessary.
6.3 Ensure strict confidentiality is maintained at all times.

7 Marketing and Liaison
7.1 Contribute to the marketing and promotion activities of the Trust.

8 Management of Resources
8.1  To contribute to a quality service that is measured against constraints of the budget setting process and value for money policy.
8.2  To ensure all transactions are appropriately authorised and are in line with the Trust Finance Procedures 

9 Other
9.1 Contribute to the Stamford Park Trusts mission and ethos and support the aims and objectives of the Trust .
9.2 Follow and comply with the Trust policies and procedures as outlines in the Staff Handbook and take responsibility for the duty of care in respect of the levels of Health & Safety across the Trust.
9.3 Liaise with auditors, as appropriate.
9.4 Undertake any other duties of an equal nature as assigned by the Senior Finance Officer or designated alternate.   


Person Specification

	
	Essential/ Desired
	Assessed

	Qualifications
	
	

	Math GCSE at Grade 6 or above
	E
	Application

	English GCSE at Grade 5 or above
	E
	Application

	Completed an Accountancy qualification, Level 2 or above
	D
	Application

	Experience
	
	

	Relevant experience in the areas listed in the job description and professional knowledge acquired through experience.
	E
	Application / interview

	Experience managing financial resources with a good appreciation of regulatory frameworks
	E
	Application / interview

	Experience of effective staff/team management
	E
	Application / interview

	High level of IT competence, literacy and numeracy skills

	E
	Application / interview

	Experience of using and supporting others in the use of financial software packages
	D
	Application 

	Experience of working in the Education sector or similar (school, colleges, MAT's local authorities)
	D
	Application / interview

	Understanding of statutory requirements, reporting procedures and regulatory requirement relating to Academies
	D
	Application / interview

	Experience of interpreting government policy and legislation
	D
	Application / interview

	Knowledge and Interpersonal Skills
	
	

	Strong, confident communication skills to communicate clearly with different stakeholders. 
	E
	Application / interview

	Manage time effectively, has a capacity to work under pressure to meet deadlines and manage organisational priorities.
	E
	Application / interview

	Ability to work on own initiative and as part of a team
	E
	Application / interview

	Ability to input large amounts of data quickly and accurately
	E
	Application / interview

	Ability to manipulate data using spreadsheets and databases
	E
	Application / interview

	An understanding of customer service
	E
	Application / interview

	The ability and willingness to undertake relevant staff development
	E
	Application / interview

	Ability to demonstrate numerical accuracy
	E
	Application / interview

	An understanding of the role of a busy finance office
	E
	Application / interview

	Display an awareness, understanding and commitment to the protection and safeguarding of young people and vulnerable adults
	E
	Application / interview

	Knowledge of academy and FE financial reporting and audit requirements
	D
	Application / interview

	Knowledge of company law, health and safety practice and legislation
	D
	Application / interview

	Willingness and ability to travel efficiently between the local sites of the Trust
	E
	Application / interview

	A commitment to all aspects of safeguarding
	E
	Application / interview

	Commitment to equal opportunities

	E
	Application / interview

	Commitment to the ethos and values of the Trust
	E
	Application / interview
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