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JOB DESCRIPTION Academy Finance Director 
	Job Title: 
Academy Finance Director Business Manager 
	
	Grade: 
KAT12


	Organisational information:

Organisation:  Kingstone Academy Trust
Location:  Kingstone High Academy
Responsible to:  Executive Headteacher, the Chair of Trustees, and the Chair of Finance, Personnel and Audit Committee.


	Main Purpose of Job:

· To support the Executive Head in supporting the Academy’s strategic direction through the efficient and effective deployment of resources.

· To plan, monitor and review the Academy’s annual budget linking to the Academy’s five-year financial plan.

· As CFO and a member of the Senior Leadership Team, to assist the Executive Head with whole school policy making, planning and evaluation, staff appointments and liaison with the Trustees.

· Act as Company Secretary to the Kingstone Academy Trust.

· To serve the Trustees’ Finance, Pay and Audit Committee. 
· As Kingstone is a Multi Academy Trust, to monitor the assets and resources, advising the Senior Leadership Team and Trustees where necessary.

· To lead on all aspects of the Trust’s financial affairs.

· To ensure best practice in accordance with the Academies Handbook is adhered to.

· To support the Academy’s Finance Personnel in the day-to-day running of the Trust’s accounts.


	Main Responsibilities / Accountabilities 
The jobholder will be expected to complete the responsibilities / accountabilities effectively in order to deliver the key objectives of the organisation
The jobholder will be expected to complete the responsibilities/accountabilities effectively.
Financial Management
· Prepare the annual budget for approval by the Executive Head and the Trustees.

· Develop strategic budget plans over a three to five-year period.

· Monitor the Trust’s budgets and produce monthly reports for the F,P&A Committee.

· To carry out an annual financial benchmarking exercise against data from other schools and report to the Executive Head and the Trustees.

· To produce, on a monthly basis, monitoring reports, control and payroll account reconciliations, VAT returns and VAT reconciliation reports.

· To check and sign off reports produced by the Finance Officer e.g. bank reconciliations and debtor control accounts.

· Ensure all returns to the Local Government Pension Scheme and Teachers’ Pension Scheme are prepared and submitted by due dates.

· Implement the Trust’s financial regulations and ensure adherence to them.

· Update financial policies for perusal and ratification by the Trustees.

· Provide all such information as is reasonably requested by key budget holders.

· Monitor the Trust’s cash flow, ensuring that payments are made within agreed time limits.

· Support the Trust’s Finance Team in the processing and payment for all goods and services.
· Ensure maintenance of the Fixed Asset Register and monthly depreciation of assets.

· Manage the Trust bank accounts.

· Monitor the Trust’s investments and advise the FP&A Committee on investment policy.

· Prepare all financial returns for the Education & Skill Funding Agency (ESFA) and other government agencies within statutory deadlines.

· Advise the Executive Head and Trustees as to sources of additional income and prepare bids as appropriate.

· Maximise the efficient use of the Trust’s resources and apply ‘best value methodology’.

· Advise the Directors/Trustees on all relevant aspects of Company and Taxation Law.

· To prepare papers for the Annual General Meeting.

· To update Company Books, ensure directors are appointed and removed at Companies House in a timely manner and that all changes are reported to the ESFA. To ensure that the Academy Annual Return is completed by the due date.

· Produce trial balance and funds analysis at year-end and work with the External Auditors to produce the Annual Report and Accounts.

· Ensure that Final Accounts and Trust Accounts Return is completed to the required deadline and ensure it lodged with Companies House by the due date,

· To oversee any internal audit processes, act upon recommendations and report findings to the F, P & A Committee.

· Oversee and contribute to the Trust Risk Register in liaison with Trustees.

· The oversee maintenance of the Trust Business Continuity Management Plan

· To prepare and maintain the Financial Procedures Manual.

· Ensure that a register of the Trust’s assets is maintained and that fixtures, fittings and furniture are fit for purpose.

· Tender for, and maintain, the Trust’s property, employee, vehicle and travel insurance at suitable levels.

· Liaise with the ICT provider to ensure funds are indicated for a five-year strategic ICT renewal and upgrade process.

· To ensure that the annual Land and Buildings Data collection survey is submitted to the ESFA

· To monitor and improve recycling and renewal of Trust resources

· To monitor current utilities costs and charges and seek best value.

· To evaluate current energy consumption and advise the Executive Head with regards to energy conservation and renewable sources and options.

Line management
· Line managed by the Executive Head

· Meeting with relevant members of SLT with regards to budgetary and financial matters

· Meeting with the Executive Head regarding staffing, salaries and contracts

· Line managing the Finance Team
To undertake any other responsibilities as negotiated with the Executive Head



	Other information:
· Disclosure type:  Enhanced.


	General information:

The post holder will be required to comply with KAT’s policies and procedures. 
KAT has a no smoking policy. Employees are not permitted to smoke on any of the organisation’s premises nor in any vehicle used on organisation business.

The postholder will promote Kingstone Academy Trust’s Health and Safety at work policies and ensure that these are implemented effectively within his/her areas of responsibility.

Employees have a duty to safeguard and promote the welfare of children, young people and vulnerable adults. It is an essential requirement that employees are aware of the Kingstone Academy Trust’s Safeguarding procedures for sharing information about the welfare of any person for whom they have safeguarding concerns. Employees have a duty to ensure they attend training to enable them to recognise the indicators for concerning behaviour and receive safeguarding supervision as appropriate.

This Job Description covers the main duties and responsibilities of the job and will be subject to review and amendment, in consultation with the post holder, to meet the changing needs of the organisation.

Other activities commensurate with this Job Description may from time to time be undertaken by the post holder.


	Line Manager Name:
	Line Manager Signature:

Date:


Date Job Description last reviewed:    
PERSON SPECIFICATION Academy Business Manager 
	Job Title: 
Academy Finance Director 

	
	Grade: 
HC12


	All candidates will be considered on their ability to meet the requirements of the person specification
	Desirable Criteria
	Method of Assessment*

	Experience

	· Experience of managing strategic financial plans and influencing decision-making.

· Experience of managing budgets, generating income/sponsorship opportunities, procurement and fixed assets.

· Experience of managing change and implementing new systems/ procedures/controls. 

· Experience of leading a team. 
· Experience of contract negotiation and wider commercial experience is preferred but not essential

· Experience in the charitable or educational setting is preferred but not essential.

· Experiencing of working in a regulatory environment is preferred but not essential.


	Application Form / Interview

	Skills and Abilities

Including personal attributes
	· Evidence of finance, business or administrative management experience to support the day-to-day operation of a company within financial constraints 
· Personal warmth, tenacity and a transparent management style. 


	Application Form / Interview

	Qualifications and Training
including professional qualifications
	Ideally you will be a Qualified Accountant and have:
· A recognised management/business degree or professional qualification/s (ACA, ACCA, CIMA or L5+ SBM qualification) and/or significant experience in field.

	Application Form / Interview

	Other Factors


	· Able to attend Trustee Board meetings out of

normal working hours

· Police clearance
	Interview

DBS Check

	Line Manager Signature:

Date:



*Method of Assessment: AF = Application Form; I = Interview; S = Selection Method; P= Presentation


Date Person Specification last reviewed   

November 2021





November 2021
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