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Trinity Academy Newcastle Multi Academy Trust 
Job Description
	Post Title:
	Management Accountant

	Pay Scale:
	N8

	Responsible to:
	Finance Director 

	Job Purpose:
	The Management Accountant will ensure financial stability and support school development plans for the Trust. This role involves strategic financial analysis, aiding decision-making, and delivering high-quality financial services. 


Main Duties: The following is typical of the duties the post holder 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. This job description will be reviewed regularly to reflect, or anticipate changes to, the job commensurate with the salary and areas of responsibility.
Duties and responsibilities
· Process month-end journals (including accrual and prepayments) and undertake reconciliations to ensure all financial systems and accounts structures, including chart of accounts, are up to date and support all accounting and reporting needs of the Trust.
· Prepare and submit VAT returns (including exemptions calculations) in line with latest legislation. 
· Authorise bank payments within the financial limits of the Trust. 
· Review and approve journals prepared by the Trust Finance Officer. 
· Produce the monthly payroll journals and the reconciliation of payroll. 
· Prepare and review monthly management accounts, forecasts and other financial and non-financial reports of the Trust.
· Support with regular meetings with Head of School to provide operational support and management accounts feedback.
· Support delegated budget holders in budget planning and management.
· Support with the preparation of year-end documentation, including journals to ensure income and expenditure is recognised in the correct accounting period.
· Lead the preparation of external returns ahead of the CFO approval and support with liaising with auditors and accountants in the annual audit and preparation of accounts.
· Assist with the preparation of annual budgets in accordance with the requirements of the Trust Board.
· Support the development of internal controls, quality assurance and systems that meet the requirements of the Trust.
· Provide support, guidance and training to the sites in the Trust on the use and operation of the Trust’s financial systems and procedures, under direction of the CFO.
· Carry out a wide range of other tasks and duties relating to the financial and wider business functions of the Trust.
· To be aware of and adhere to the Trust’s rules, regulations, legislation, policies and procedures and national legislation (e.g. safeguarding, health and safety, equality and diversity, data protection).
· To keep up to date with current educational and financial developments and legislation.
· To maintain confidentiality of information acquired while undertaking duties for the Trust.
· To be responsible for your own continuing self-development, undertaking training as appropriate.
· To undertake other duties appropriate to the grade of the post as required.
Person Specification – Vehicle Driver
The successful candidate will be an experienced professional who is energetic, innovative and influential, reliable and committed; whose leadership style recognises the value of teamwork. More specifically candidates should be able to demonstrate the following minimum requirements:

	
	Essential
	Desirable

	Education/training
	· Relevant financial and accountancy qualifications and experience – ACA.ACCA/CA. 
	· Membership of an appropriate professional body

	Experience
	· Demonstrable experience in a related finance role.

· Experience in Financial reporting and budgetary control.
· Experience in the use of financial systems and MS Office.
· Experience and the ability of working independently and to high level of accuracy.
· Demonstrable experience and understanding of technical accounting issues.
· HMRC web filing. 
	· Experience of working in the public sector/school establishment.
· Experience of procurement and pursuing grant funding opportunities.
· Preparation of statutory accounts.
· Knowledge of DfE charts of accounts. 
· Knowledge of Access Education. 

	Skills, Knowledge and Aptitude
	· Ability to provide accurate information, advice and guidance.
· Excellent communication skills, verbal and written.
· Highly analytical with the ability to interpret and understand financial data.
· Ability to use IT and supporting software.
· Broad multidiscipline experience working across key business functions.
· Ability to resolve and reconcile issues
· Able to plan and prioritise work activities.
	· Current valid driving licence and access to a car


	Personal qualities
	· Able to work along and as well as part of the team,
· Flexible approach to work
· The ability to work outside of normal school/business hours when required.
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