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Management Accountant

Part time / Term time

Witham, Essex
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Academy: Central Team
Location: Witham, Essex
Hours per week: 12 Hours per week
FTE pay scale: Scale 11 (£42614 - £46,662)
Actual Pay: £10880 - £11,608
Start Date: September 2022
Contract Type: Permanent, Part Time, Term Time
Applications Close;  17th July
Interview Date: Monday 25th July
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Welcome

Thank you for your interest in this role with Keys Co-oparative Academy Trust | am dehghted that
you are interestad in applying to join our team,

Kays is an educational charity formed by a coopearative of specialist schools with a commaon
purpese, In our schools, this means working together to provide an appropriate, broad and
balanced curriculum suitable to the varying needs of our young people and achieving our vision of
enabling young people, regardless of their barriers, 1o achieve their full potential, enjoy positive life
chances and makea a positive confribution to their community.

Qur family of schools consists of two large alternative provision schools and a special School for
pupils with moderate learning difficulties. Our mission is for each of our academies to be
outstanding providers of aducation, supporting young paopla to succead in their Ives through
learning and perscnal developmant.

As a co-opearative we support one another by working closaly together and sharing our expertise in
curricuium, assessment, behaviour and SEND. We are committed to continuing improvemeant
through developing each of our schools as learning communities and offer structured career
pathways for our staff, supported by high-quality professional development so our teachers, leaders
and support teams have cpportunities to lzarn together and access Despoke indiidual
programmes.

Qur profassional central team provide support to aach of our schools on all busingss mattars,
anabling our teachers and leaders to spend mora of their ime 1ocused on thie one thing that
counts the most - the education of children.

We are a co-operative Academy Trust based on the values of salf-help, self-responsibility,
democracy, equalty, equity and solidarity and we axpect these values to be modelled by all our

staft.

| hope this recruitment pack gives you the information you require to complate your application.

Philomena Cozens,

CEOQ

Phiomena Cozans, CEQ




Our Academies

Heybridge

Co-operative Academy

R Srdoavour

An Alternative Provision schoo
supporting 115 Sacondary and 20
Frimary pupils across mid Essax.
Heybridge & Witham, Essex

www.heybridgeca.co.uk

An Alernative Provision schoo
supporting 150 Secondary and 20
Hrimary pupils across North East
Ezooy

Colchaster, Essax

www.neeca.co.uk

A Special School for pupils with

moderate learning difficulties

Erentwood, Essox

www.endeavourca.co.uk




Our Mission

Our mission is to provide exemplary opportunities for all young people in our
schools and to ensure that all our students leave school equipped with the skills

they nead © lead fuliiled and productive lives.

We hope to achieve this through our vision and values
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Being the employer of choice by providing a high standard o
staff development and well being
Creating a genuine learning community which includes students,
staff, parents and carers as co-learners




i

Values

'Great things happen when people co-operate. Through learning we
empower and inspire individuals, co-operatives and communities to use co-
operative values and principles to build a fairer world.

" SELF-HELF
Wea ancourage all within the Trust to

help each other, by working together

J EQUALITY
We ensura that sveryone enjoys

we run our Trust equal rights and benefits

F EQUITY " SOLIDARITY
Wea will treat evenyone We are committed o supporbng
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Job Description

We are looking to recruit a qualified Managerment Accountant 1o join our professional central team who
will support our business support senices by devaloping, producing, amalysing and raporting accurate
manthly management accounts, with key financial information to Trustees, Executive Leaders and
Heacdteachers within our Trust

This is a brand new permaneant post starting in September 2022 and s being initially offered part tima
and working school term timea anly, Our ideal candidate will be a qualified or part-qualified accountant
with a wealth of skills, knowledge and experience of financial practices, who may now be looking for a
part ima posibon, working schodd tarm times only

Great cormmunication skills are essential as the role will involve communicating across all levels within
the organisation, including the Board of Trustees, Executive Leaders, Headteachers and our staff in our
schools.

Experience within academy, public sector or charity finance management is desirable, but not essential.

The role Is offered at Local Government Scale 11 (Pt 38-42) with a full time equivalent salary of £42614
- P46,662 (Pay award pending)

The rale s initially offered part time - 12 hours across 2/3 days per week, working school term time
anly. The pro-rata actual salary lor this role will be £10880 - £11 808 (Pay award pending) There will be
some flexibility around working hours, pattarn and working location, with hybrid home and office
WOrking arrangements considerad.

We expect that the role will expand with the growth of the trust, therefore there may be scope to
incraase working hours in the future.



Job Description

Cur Management Accountant will undertake a range of finance tasks ir‘:t:.LlL‘.lr'r_g the production of
the monthly managemeant accounts, performing month end procasses, reconciliations, supporting
internalfexternal audit, completing statutory returns, budgeting, forecasting and driving the
continuous improvement of our end-to-end accounting practices. In addition, as the Trusts
accounting axpert, our Management Accountant will provide training, development and support 10
staff at-all levels 1o continually improve our practices

Key duties and responsibilities

» To prepare and post monthly accruals, prepayments and similar accounting entries.

» Woarking with the Executive Leaders and Headteachers to prepare budgets and forecasts
acrosas the trust to support forward financial planning

* Produce monthly managament accounts with key financial information, Including and cash-flow
foracasts and distribute to Executive Leaders, Headteacher and Trustees in accordancs with
the requiremeants of the Academy Trust Handbook,

* Lindertaking internal audit work and coordinating outsourced internal controls evaluations and
acting as the first point of contact for external auditors

» Continually identifying financial risks and escalating these 1o the Executive Leadership Team.

« Support finance staff to continually improve our end-to-end accounting practices by offering
bespoke training and suppor

« Continually improve accounting practices by developing, updating and monitoring financia
policies and proceduras.

» Attending Finance, Audit and risk committee mestings as and when required.




Job Description Continued

General duties and responsibilitias

+ To participate in the performance and developmeant review process, taking personal
rasponsibility for identification of learning, development and training opportunities in
discussion with line manager.

+ To comply with individual responsibiliies, in accordance with the role, for haalth & safety
in the workplace

» Ensura that all duties and senvices provided ara in accordancea with the School's Equal
Opportunities Policy

* The Trust is committed to safeguarding and promoting the welfare of children and
young people and expects all staff and volunteéars to share in this commitment

+ The duties above are neither exclusive nor exhaustive and the post holder may be
required by the CEO to carry out appropriate duties within the context of the job, skills
and grade.

* Regular visits to schools across are necessary, therafore a full driving licence and
accass to your own vehicle would be highly desirable.

SO R :
_|.__ B :
e T '| 1
_-'- il i i ] R i T8
w-_-—rﬂ- =]
_ Y R i R

J-E"-i':-— LR .
?ﬂ- :U-‘H-.-éil'- m-..:.:—n‘. | iz
S R e AT P T R T
A e B s L THELD e e e o BEL T
8 2T o M 0 P S e VIRELIoG S Somy |
“'-H-ﬁ:.-ﬂ' L Ty s T ol . TR P e
N R ol o s o e T g T ST § | T



Person Specification E - Essental

D = Desirable
Certified Chartered Accountant Status D
Fully-qualified with ACA, ACCA, CIMA or CIPFA qualification or O
equivalent qualifications.
Part-qualified with ACA, ACCA, CIMA or CIPFA gualification or -
equivalent qualifications.
Qualifications & At least a Level 2 English Qualification (A-C in GCSE or .
Experience Equivalent)
At least a Level 2 Maths Qualification (A-C in GCSE or e
Equivalent)
Advanced knowledge and skills in using spreadsheets and E
accounting systems
Experience using XERQ D
Ability to produce written communications which are clear,
fluent, concise, readily understood by intended recipients E
Communication and jargon free

Excellent communicator, able to present detailed, complex e

information in a clear manner to a variety of recipients.
Good understanding of how to implement the school's D

behaviour management policy
Good understanding of the learning experience provided by =
the school in relation to the role
Working with Understand the mpnna;::sm -:::f physical and emotional 0
children Mo,
Excellent understanding of the role of others working in and D
with the school

Ability to establish rapport and respectful and trusting

relationships with children, their families and carers and other D
adults




Person Specification E - Essental

D = Desirable
Waorking with other Ability to - work effectively with other adults in the school E
adults Ability to work on own E
Ability to provide timely and accurate information
Excellent organisational skillsAbility to work accuratehy with E
attention to detail
isational Skill
Organisaional Skl Ability to lead and motivate others D
Ability 10 manage own time effectively E
Ability to follow instructions effectively E
Demonstrate a commitment to equality E
Good understanding of Haalth & Safety D
Good understanding and implement child protection D
proceduras
ianeral Good understanding of pmcedur.r-:.-s: and legiskation relating to :
confidentiality
Demonstrate a clear commitment to develop and learn in the .
role
Ability 1o effectively evaluate own performance and share .
knowledge with others




Benefits

+ Local Government Pansion Scheme

« Employee Assistance Programme

o 26 days paid leave rising to 29 days after 5 years service (pro rata)
« (Car Leasing scheme

« Cycle to work scheme

+ Retail discount schemes




KEY INFORMATION SHEET

This sheet sets out the key information for any candidates applying for posts with Keys Co-
operative Acadermy Trust Flease read this information carsfully and retain this sheet for reference
during the application process.

APPLICATION PROCESS:

Applicants must complete the application form and submit it to the HR Department by no

later than the advertised closing date. All applicants are strongly advised 1o read the job
description and person specification for the post prior 1o submitting their application.

SELECTION PROCESS:

Applicatons will be ranked against the person specification for the role.

All shortlisted applicants will be subject to

1. A minimum of one face 10 face interview with the selection panel

2. A skills related task / assessment or obsenvation

SHORTLSTED CANDIDATES:

Applicants who have been shorllisted for the post will be notified within 7 days of the

chosing date.

Keys Co-operative Acadamy Trust will only contact shortlisted applicants and therefora i you have
not received any communication within ¥ days your application has not been succssshul on this
OCCASIoN

Frior to the intenview date referees will ba contacied 1o request references on all shorlisted
candidates.

Keys Co-operative Academy Trust may review social media relating 1o shoristed candicates

as part of the screening process 10 ascertain whether candidates demonstrate approgriate
conduct and behaviour and suitabifity for employment in a school

PROBATION

Al indniduaks new to employment with Keys Co-operative Acadermy Trust will be required 1o
satisfactorily complete a six month probationary period.



TERMS AND CONDITIONS

4 .

Hours per week: 12

Initial working pattern: 12 hours over 2 or 3 days per week
Working weeks per year: Tarm Tima (39 waeks) 44.5 weeks paid
Full time equivalent 42614 - C46662

Actual salary: €10880-£11608

Employees ara paid monthly in twelve egual months per year.

e S

FURTHER INFORMATION AND SCHOOL VISITS:
Applicants who require turther Information or would like to visit the Academy should

contact our HR department on 01376 425455




Recruitment and Selection Policy
Statement
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Keys Co-operative Academy Trust is a charitable
company limited by guarantee registered in England &
Wales.

Company Number: 10831275

Academy, The Street, Heybridge, CM3 4NB
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