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Co-operative Academy Trust

Job Description

JOB TITLE: Senior Trust Finance Officer
REPORTS TO: Trust Chief Finance Officer
SUPERVISES: Finance Assistant

BAND: E

JOB PURPOSE:

To support the Trust Chief Financial Officers to ensure accurate financial accounting across the Trust, maintaining
the Trust’s finance systems and preparing regular management and financial reports.

To manage the fixed assets register of the Trust

Carry out monthly financial reconciliations

To support schools and the Trust through the financial budget cycles
Manage and maintain the central supplier register

Assist in the preparation of government returns

KEY CORPORATE ACCOUNTABILITIES

To actively promote the Trust's Equal Opportunities Policy and Diversity Strategy and observe the standard of
conduct which prevents discrimination taking place

To maintain awareness of and commitment to the Trust’'s Equal Opportunity Policies in relation to both employment
and service delivery

To fully comply with the Health and Safety at Work Act 1974 etc, the Trust’'s Health and Safety Policy and all locally
agreed safe methods of work

At the discretion of the Chief Operating Officer, such other activities as may from time to time be agreed consistent
with the nature of the job described above

To work with colleagues to achieve service plan objectives and targets

PRINCIPAL ACCOUNTABILITIES

e Report to the Trust CFO in all aspects of finance.

e Carry out monthly reconciliation of payroll information

¢ To manage effective systems of internal control

e To manage all issues in accordance with Financial Regulations

e  To contribute to the preparation of annual budgets

e  To assist with the preparation of financial reports and returns (to the Department for Education)

e  To monitor actual budgets against actual income and expenditure and highlight any variances to manager

e To assist in the preparation of all necessary documentation for annual audit

¢ To manage the Fixed Assets Register

¢ To manage and maintain central supplier register and monitoring the spend against such suppliers

. Processing of orders ensuring value for money is being achieved

e Maintain Trust's corporate finance applications including Financials Live — and HCSS applications to aid
academy reporting, using the systems to assist school business managers monitor and control their finances
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To assist in the production of accurate monthly Management Accounts for the CEO and Board of Trustees
Assist in the completion and submission of group VAT returns including management and incorporation of all
academy VAT data

Daily monitoring of bank accounts and completion of monthly bank reconciliations

Undertake accurate banking transactions including confidential payments, transfers, cheques, BACS and
CHAPS with the responsibility as an authoriser of payments

Working in collaboration with the Trust CFO with regards to any changes in the staff payroll

Credit control management to safeguard company income

Ensure accurate records are maintained of contracted work undertaken and sales invoices are raised in
accordance with agreements (e.g. Service level agreements and current financial regulations)

Liaising with colleagues, accountants and auditors in all forms of communication and any other duties
commensurate to the post

Budget setting responsibility for schools, working under the direction of the headteacher’s and heads of
department with all Finance related queries
Line manager Finance Assistant

Generic Responsibilities

Demonstrate a positive commitment to equality and diversity

Support co-operative values

Adhere to responsibilities under security information, Health & Safety legislation and policies
Any other duties commensurate with the role



