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JOB DESCRIPTION

Job Title

Finance & Accounts Officer (Temporary Maternity Cover) 
(minimum 1 year contract commencing January 2020)
Grade


H (Pt 23-25) £26,999 – 28,785
Hours of Work
37 hours x 52 weeks

Responsible to
Director of Business and Finance
PRINCIPLE RESPONSIBILITIES:
To provide effective and efficient support across the multi-academy trust with regard to all operational finance and accountancy practices and procedures in accordance with the Trust’s Finance Regulations Policy.
MAIN DUTIES:
Finance
· Management and monitoring of all income and expenditure streams.
· Complete monthly bank reconciliations, verified against accounting records for authorisation and accuracy. 
· Prepare monthly control accounts and ensure accurate reconciliation against trial balance.
· Responsible for the accurate recording, preparation and processing of all BACS/cheque payments.
· Calculation, preparation and input of accruals, prepayments accrued and deferred income.
· Preparation of VAT 126 following a breakdown and analysis of all academy income.
· Contribute and prepare information for the year end and staffing audits.
· Record the Academy’s assets and ensure the correct depreciation applied.
· Monitor and update cash flow statement on a monthly basis.
· Manage and monitor all payroll processes and procedures. 
· Approve and reconcile the payroll using appropriate payroll and financial software.
· Be responsible for the operations of the parent pay system.
· All other general financial duties commensurate with the post.
GENERAL

· To provide cover support for other members of the team.

· Respond to day to day ad hoc requests from the Director of Business and Finance
and other correspondence and enquiries from all other stakeholders.  

· To assume additional tasks and responsibilities where necessary.

In addition the post holder must: 

· Attend and participate in training and development courses as required.

· Act in compliance with data protection principles in respecting the privacy of personal information held by the school.

· Carry out duties with full regard to the school’s Equal Opportunities Policy, Code of Conduct, Child Protection Policy and all other policies.

· Comply with the school’s Health and Safety Rules and Regulations/Legislation. 
