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Job Description

Post Title: 

Finance Manager
Responsible to: 
MAT Finance Lead
Responsible for:
N/A No Formal Line Management Responsibility
Job Purpose: 
To manage the provision of an effective and efficient financial management service.
Main Duties: 
The following is typical of the duties the potholder will be expected to perform. It is not necessarily exhaustive and other duties of a similar nature and level may be required from time to time. 


1 
Preparation of timely and accurate monthly management accounts information (for allocated schools) including Income and Expenditure, Balance Sheet and Cashflow to agreed deadlines, detailing progress against plan and identifying areas of weakness/issues.
2 
Oversee the preparation of monthly reconciliations and analysis.
3           Review the information for Sport @ Gosforth prepared by the Finance Officers.
4 
Prepare and monitor budgets for allocated schools on a monthly basis.

5 
Review budget holder reports on the finance system for accuracy before issuing to budget holders on a monthly basis. 
6           Assist budget holders with ad hoc requests for information and provide advice and guidance in line with Academy Policies and Financial Handbook.
7
Check suggested payment runs prepared by Finance Officers for accuracy and compliance
 

8 
Manage Approved Supplier List and carry out appropriate checks 

9
Check payroll for accuracy and ensure payroll control accounts are balanced on a monthly basis and variances to budget identified
10
Maintain cashflow projections for allocated schools.
11 
Preparation, Checking and submission of VAT Returns.  
12 
Review claims prepared by Finance Officers before submission to external funders.
13
Support the MAT Finance Lead on submissions to the ESFA.
14 
Provide a customer focused service, ensuring that effective and constructive working relations are developed and maintained.

15
Develop a sound understanding of the procurement process and act as facilitator in order to ensure value for money and compliance with regulations and process.
16 
Manage the development and continuous improvement of the financial systems and procedures.
17
Represent the Academy and Finance Team at Internal and External meetings.

18
Deputise for the MAT Finance Lead or other Finance Managers when required including standing in at meetings e.g. Local Advisory Group, Trustees, with external stakeholders 
19
Support the internal and external auditing process

20
Undertake shared responsibility for policy development and keep up to date with legislation and guidance relating to the management of Academy finances.
21
Be proactive in regards to personal development of yourself and that of the team.

22
Promote and implement the Academies Equality Policy in all aspects of employment and service delivery.
23 
Assist in maintaining a healthy, safe and secure environment and to act in accordance with the school’s policies and procedures. 

