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East Midlands

Education Trust





JOB DESCRIPTION
Finance Officer 4
Grade:


Scale 6  (18-22)
Salary:


£24982- £27041
Responsible to:
Senior Finance Manager
Hours of work:
8am to 4pm Mon to Thurs 8am to 3.30pm Fri
Overview
· To Support the finance team in maintaining an efficient and accurate function. 
· Oversee general accounting procedures for allocated academies.
· To support the Senior Finance Managers as required.
Duties and Responsibilities

General

· Assist, in line with month end and year end processes and relevant timetables, in identifying, calculating and inputting accounting entries to PS Financials including bank and other reconciliations and posting of journals as required for allocated academies
· Review trial balances monthly, and post any adjusting journals relating to Accruals, Prepayments, Deferred Income, and Accrued Income for allocated academies.
· For allocated academies, prepare monthly control account reconciliations and ensure old items are cleared in a timely manner

· Review monthly Aged debtors ledgers for allocated academies and ensure cash is collected in line with the Finance Procedures Manual

· Support the Senior Finance Manager to complete year-end processes and provide information to the auditors as needed
· Support the Senior Finance Manager in monitoring department budgets monthly, assisting in identifying potential overspends, and investigating potential errors.

· Providing information to budget holders in respect of their department budget reports

· Administrative and research support in updating finance policies and procedures

· Support with the transfer of new schools into the Trust including gathering data for due diligence and setting up systems as required

· To be proactive in identifying ways to improve the financial management of individual Academies and the Trust 
· To be proactive in identifying and investigating any financial anomalies
· Be the first point of contact for queries from Academies
· Perform a first review of monthly payroll files, reconcile monthly payroll reports produced by the payroll provider and work with the Central HR team to ensure changes have been correctly applied, for allocated academies
· Process payroll journals and prepare monthly payroll control account reconciliations, for allocated academies
· Assist with any payroll calculations as required
· Oversee administration of the Trips Ledger for allocated Academies, ensuring Trips are reconciled on a monthly basis
· Check BACs payment runs and load to the bank for final approval
Specific Duties

· Oversee Parentpay (or other cashless system) recharges for all schools in the Trust, including the weekly Parentpay reconciliation
Other Duties

· Undertake any other duties, which may reasonably be regarded as within the confines of the duties and responsibilities/grade of the post as defined, subject to the proviso that normally any changes of a permanent nature shall be incorporated into the job description in specific terms. 
· Participate in the training and development of new and temporary staff as appropriate
· Keep up to date with finance policy and directions, including those from the DfE, EFA etc. through such media as the ‘EFA e-Bulletin’ etc. and alert colleagues to any required actions, changes to policy, or current initiatives. 
· Contribute to the development and implementation of the overall ethos and aims of the Trust
· To be responsible for your own continuing self-development and to participate in training and other learning activities and performance development as required

· To be aware of and comply with policies and procedures relating to child protection, safeguarding, health and safety, security, confidentiality and data protection, reporting all concerns to an appropriate person as soon as they arise
PERSON SPECIFICATION

Finance Officer

	Qualifications/Training

	GCSE A*-C English and Maths, or equivalent 
	Essential 

	AAT level 3 or equivalent experience
	Essential


	Experience

	Experience of working within a finance team
	Essential

	Experience in the use of financial management information systems
	Essential

	Experience in an accounting function
	Essential

	Work in schools, academies or colleges
	Desirable


	Skills

	Ability to develop and maintain effective and efficient  Finance administration systems 
	Essential

	Good working knowledge of Microsoft Office
	Essential

	Up to date knowledge of financial standards and legislation
	Essential

	Ability to communicate effectively with people at all levels by telephone, face to face and in writing
	Essential 

	Ability to maintain confidentiality
	Essential


	Qualities

	Ability to work with accuracy under pressure
	Essential

	The ability to manage conflicting priorities in line with EMET principles and values
	Essential

	1.17.
Strong commitment to personal development through CPD
	Essential

	Suitable for work with children
	Essential


