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Northern Education Trust – Job Description
	Job Title:
	Trainee Accountant / Accounting Technician - Academies

	Base:
	North Shore Academy

	Reports to:
	Finance Manager - Academies
	Grade:
	NJC SCP 34 – 37
[bookmark: _GoBack](currently undertaking a job evaluation process)

	Staff responsibility for:
	Senior Finance Officer and / or Finance Assistants
	Salary:
	£37,890 - £40,876

	Additional:
	Regular travel across Trust academies required and out of hours working.
	Term:
	Permanent
37 Hrs, Whole Time




JOB PURPOSE
· Reporting directly to the Finance Manager – Academies (FMA) the post is responsible supporting the FMA in the day-to-day financial running of academies in the allocated region 
· This includes financial management, reporting, administration and audit/compliance in line with statutory and Trust requirements
· The role will be allocated academies in one of the three regions which it will support under the overall guidance and direction of the FMA

JOB SUMMARY
Training and Development
1. To receive appropriate in work training from a suitably qualified member of the Finance Team
2. To study and successfully complete a professional accountancy related body (e.g. CIMA, ACCA ICAEW) and consider further on-going training demonstrating commitment to study and professional development

Financial Reporting and Accounting
1. The role will support the FMA to use the provided financial systems, processes and guidelines to prepare timely and accurate revenue and capital financial statements, appropriate for users in their region in-line with accepted accounting reporting / policy (for example – Academies Financial Handbook)
2. To provide timely and accurate financial management and reporting with regard setting and monitoring of budgets, forecasts, cashflow analysis, management/audited accounts and advice/support to inform decision making at all levels 
3. To support the production of academy monthly/annual results and investigate variances taking action where necessary
4. To assist in the preparation of academy reports with regards the completion of the externally audit financial statements and audit, payroll, HMRC, Education Fung Agency (EFA) and pensions
5. Liaise with Academy Senior Leaders and when requested Academy Council as appropriate or determined by the FMA

Audit, Regularity and Compliance
1. To support the FMA on the annual internal and external audit planning and liaise with other Trust and academy staff where necessary
2. To support the FMA in the delivery and preparing of all supporting information for 
a. External audit of the Trust and its academies
b. To play a supporting role in academy internal audit(s) in the region
3. To support the FMA in any other external audits the Trust may be subject to

Budget and Medium Term Financial Planning (MTFP)
1. To support in the preparation of all academy budgets and MTFP against the agreed and consistent systems, reports and deadlines
2. To support the FMA and on occasion if requested help in the presentation of budgets to Academy Council

Financial Administration, Payroll and Taxation
1. To prepare supporting information needed for ensuring all academies against Trust policy process and submit to the Trust statutory and benefits remittances i.e. LGPS, TPS and FRS17 (FRS102) valuations
2. To play a supporting role in ensuring all academies meet Trust statutory requirements including Charitable Status, HMRC, EFA and benefits in kind being reported correctly
3. Under the direction of the FMA liaise where necessary with advisors and other financial services as required

Staff and Supervision
1. To play a role in the day-to-day supervision of finance staff within the regional Finance Team. This includes performance management of staff per Trust policies
2. To lead, supervise and motivate staff to deliver efficient and effective services in line with Trust values and objectives
3. To communicate the vision, culture and values of the Trust so staff are engaged, motivated and professional in their conduct.
4. To support and assist in the development, review and delivery of all HR and organisational policies and strategy

GDPR
1. To adhere to GDPR and Data Protection Regulations, whilst maintaining confidentiality 

General
1. To deputise for the FMA as required
2. Support in the evaluation for new technology to meet the Trust's financial data processing, control, and reporting requirements
3. Maximize income where possible and appropriate and play a role with the FMA in supporting new initiatives / projects that could be external to the Trust
4. To participate in wider Trust meetings, working groups as required
5. To ensure all personnel and financial information is correctly documented and maintained against legislative requirements and regularly reviewed policies

Time may be allowed for the post holder to study subject to operational requirements. The cost of the training and any subsequent examination fees may be paid for by the Trust. Failure to complete a course or leave within 24months from the date a qualification being achieved will result in fees being recovered based upon;
· 100% of previous years total fees recovered if leaving in first 12 months of last exam date or date when assignment submitted
· 60% of the above fees if leaving after 12 months but before 24 months have lapsed (based on last exam dates or date when assignment submitted)

NET is committed to safeguarding and promoting the welfare of children and young people. We expect all staff to share this commitment and to undergo appropriate checks, including an enhanced DBS check.

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified and the post holder may reasonably be expected to undertake other duties commensurate with the level of responsibility that may be allocated from time to time.


Signed: ……………………………………		Date: ……………………………….




















Northern Education Trust
Post: Trainee Accountant / Accounting Technician - Academies
PERSON SPECIFICATION
	
	
	
	Assessed by:

	No
	Categories
	Essential / Desirable
	App Form
	Interview / Task

	QUALIFICATIONS

	1.
	5 GCSEs (incl. Maths and English Grade C or above)
	E
	
	

	2.
	Relevant finance qualification i.e. Association of Accounting Technicians or CIPFA: Academies Financial Reporting.
	E
	
	

	3.
	Chartered Accountancy Professional Body full membership (e.g. CIMA/ICAEW/ACCA)
	D
	
	

	4.
	Evidence of continuous professional development and training
	E
	
	

	EXPERIENCE

	5.
	Experience of preparation of management and annual accounts, cashflow and other management information
	E
	
	

	6.
	Education / Academy sector experience
	D
	
	

	7.
	Supervision or management experience in terms of deputising upwards, managing relationships, decision making and working with Trustees / Governors and Committees
	E
	
	

	8.
	Experience of supervising and developing staff including participation in effective performance reviews and continuous service reviews
	E
	
	

	9.
	Experience of playing a role in both internal and external audits
	E
	
	

	10.
	Experience of supporting in the drafting of medium term budgets, challenging VfM and playing a role in providing solutions to provide financial stability and on-going viability.
	E
	
	

	11.
	Evidence of payroll, HMRC and other external agencies to ensure relevant pension and tax contributions are being made correctly
	D
	
	

	ABILITIES, SKILLS AND KNOWLEDGE

	12.
	Sound written and verbal communication skills
	E
	
	

	13.
	Good organisational skills
	E
	
	

	14.
	ICT literate with a working ability to use key IT software to present work to a high standard
	E
	
	

	15.
	Ability to build effective working relationships with colleagues and external partners at all levels
	E
	
	

	16.
	Understanding of relevant legislation and regulatory requirements underpinning the education and academies sector
	D
	
	

	17.
	Understanding of Education Funding, Policy, Regulation and Compliance requirements
	D
	
	

	18.
	Ability to maintain strict confidentiality in all matters
	E
	
	

	19.
	Ability to begin to command confidence and credibility
	E
	
	

	PERSONAL QUALITIES

	20.
	A strong commitment to both Trust values and ethos plus own professional conduct and ethics
	E
	
	

	21.
	Commitment to support the Trust’s agenda for safeguarding and equality and diversity
	E
	
	

	22.
	Ability to travel and work outside of core hours if necessary
	E
	
	

	23.
	High attention to detail and accuracy
	E
	
	



NET is committed to safeguarding and promoting the welfare of children and young people. We expect all staff to share this commitment and to undergo appropriate checks, including an enhanced DBS check.
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