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	JOB TITLE
	Trust Finance Manager
	JOB REF NO
	


1. BASIC JOB PURPOSE
To provide comprehensive financial and administrative support to all schools within Our Lady Help of Christians Catholic Academy Trust. The post holder will work closely with the CFOO and Central Finance team to ensure Trust processes and procedures are adhered to in line with the Trust Finance Policy and Academy Handbook. 
2. MAIN RESPONSIBILITIES
	1
	Ensure that the Trust has appropriate financial systems in place and manage them in accordance with the agreed policies and timetable, ensuring that accurate financial records are maintained and reported to the relevant statutory bodies.

	2
	Line manager for the Regional Schools Managers and support the secondary schools with the preparation of monthly management accounts and the production of timely and accurate financial forecasts.

	3
	Check and consolidate the management accounts and work with the Regional Managers to actively monitor and control performance across all academies to achieve value for money.

	4
	Preparation for external and internal audits including implementing audit requirements and ensuring that information is provided in a timely manner.

	5
	In conjunction with the CFOO, Regional Managers and Headteachers support the setting of an annual and three-year school budget.

	6
	Monitor payroll information, checking for accuracy and carry out monthly payroll reconciliations.

	7
	Responsible for bank statement reconciliation and bacs payments.

	8
	Facilitate and set agendas for termly regional schools’ meetings.

	9
	In conjunction with the CFOO manage the effective purchasing and procurement of services and the monitoring of contracts and tenders.

	10
	Assist schools with the preparation of information for publications and returns to the DfE, LA and other stakeholders within statutory guidelines. 

	11
	Assist each academy with the application of new grants and funding schemes in collaboration with the Headteacher and CFOO. 

	12
	Prepare reports and attend Local Governing Board meetings as appropriate to present an update on the financial position of each school. 

	13
	Attend monthly meetings with the Central Finance Team. 

	14
	Work with all schools to ensure that strategies are in place to minimise the environmental and ecological impact of the school and its operations. 

	Notwithstanding the detail in this job description, in accordance with the School’s/Trusts Flexibility Policy and contract, the job holder will undertake such work as may be determined by the Headteacher/Governing Body/Trust from time to time, up to or at a level consistent with the Main Responsibilities of the job.
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Providing an inspirational, outstanding Catholic education for
all the children and young people in our schools.
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