
 
 

 

Responsible to:  Chief Finance Officer 

Salary:    Negotiable 

 
 
Overall Objective of the Post: 

 To manage all aspects of the Trust’s day-to-day financial management requirements.  
 

Key tasks of the post: 
 
Finance  
 

 Multi-year financial planning and cash-flow management in conjunction with the Chief Finance Officer 

 Monthly management and financial accounts pack  

 Manage all aspects of the Academy’s day-to-day finance requirements in accordance with agreed 
policies and timetable; ensuring accurate financial records are maintained and reported on a regular 
basis to the Directors, Governors, ESFA and other internal and external consumers of financial 
information   

 Ensure that the financial transactions in the Academy are carried out in an appropriate manner and 
that the financial regulations of ESFA and the Academy are observed, including all arrangements for 
VAT  

 Prepare financial and statistical returns for the DfE/ESFA, Companies House, HM Revenue and 
Customs and other agencies as required, to meet statutory deadlines  

 Assist in the research, planning and implementation of new systems and procedures for financial 
processes  

 Initiate and manage audit procedures as necessary, including liaison with the Academy’s Responsible 
Officer and appointed Auditor 

 Ensure that the Academy’s financial year is closed down in a timely and accurate manner, and that the 
final accounts are completed and prepared accurately and in line with DfE, ESFA and Companies 
House reporting requirements  

 Ensure that all relevant financial information, including statistical analysis, forecasting and 
benchmarking, is effectively communicated and accessible within the Academy  

 Work alongside the Chief Finance Officer in completing the ESFA Financial Management and 
Governance self-evaluation submission, and taking appropriate and timely action in areas that require 
addressing  

 Manage the tendering for all service contracts in line with the Academy’s agreed procedures; manage 
insurance renewals and ensure value for money 

 Prepare and submit capital and other bids to the ESFA and other bodies; monitor and control capital 
expenditure on buildings and groups; place contracts, appoint and monitor contractors  

 Keep abreast of financial developments across the educational sector, notably in relation to the 
Academies Sector. 

 
Payroll  
 

 Liaise with the Payroll Manager to ensure all staff are paid in an accurate and timely manner  

Harton Academy 
 

Job Description 
Finance Manager -  Management Accounts 

 



 Monthly reconciliation of payroll costs to the bank account and the Academy’s financial management 
system  

 Monitor the payroll effectively and ensure timely payment of third party payments to relevant bodies, 
including pension providers and salary sacrifice schemes. 

 
Authorisation Responsibilities  
 

 Authorise all orders submitted by the budget holders within prescribed limits  

 Act as signatory on the Academy’s bank accounts  

 Be the signatory for monthly expense/mileage claims  

 Ensure appropriate segregation of duties for financial transactions within the Academy, in line with 
the Academy’s agreed policy. 

 
All employees have a responsibility 
 

 to undertake training and development as required and to assist, where appropriate and necessary, 
with the training and development of colleagues; 

 for their own and others’ health and safety, and for adhering to guidelines for the safeguarding of 
children; 

 to be an ambassador for the Academy. 
 
 
The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation 
may also occur to the duties and responsibilities without changing the general character of the post. 
 

Harton Academy is committed to safeguarding and promoting the welfare of children, young people and 
vulnerable adults and expects all staff and volunteers to share this commitment.  Successful applicants will be 
required to obtain an Enhanced Certificate of Disclosure from the Disclosure and Barring Service. 

 



 

Person Specification 

 
Please provide evidence in your application as to how you believe you meet the criteria listed above. 

We will also seek evidence of these at interview. 

 
Essential Desirable 

Qualified Accountant  
 

Demonstrable and significant knowledge and experience of 

managing complex budgets 
 

 

Knowledge and experience of academy finance issues  
 

Experience of managing financial MIS systems   

Experience in PS Financials  
 

Up-to-date working knowledge of legislation, regulations and 

best practice in the education finance arena 
 

 

Experience in the routines and controls required in the 

production of monthly management accounts 
 

 

Experience in working successfully and co-operatively as a 

member of a team 
 

 
Ability to communicate orally and in writing to a range of 

audiences, including the ability to write clear and concise 

reports, and to give presentations  

  


