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Job Description and Person Specification
KCSP Central Finance and HR Administrator
	JOB TITLE:      Finance and HR Administrator


	BASE LOCATION:

· KCSP Office, Barham Court, Teston but driving to schools within the Trust will be required.


	REPORTING LINES: 

Post-holder reports to:        Finance and HR Manager


	SALARY:

This is ideally a full-time post but flexibility will be considered for the right candidate e.g. TTO/flexible hours etc.  

The salary is Kent Range 9 (currently £32,485 - £36,693) but flexibility will be given based upon experience and qualifications.



	BACKGROUND: 

KCSP currently has a family of 26 academies with further schools at various stages of conversion. 
The postholder will work as part of the central team to provide effective finance support to schools across the Trust. The postholder will be expected to work as part of the team and to complete tasks conscientiously and to a high standard. They will be expected to promote the ethos of Kent Catholic Schools Partnership.  They will be caring and welcoming and this will be reflected in their dealings with all individuals. The postholder will be expected to work in a sensitive and diplomatic manner. To develop effective working relationships with the executive team and school staff, in particular, finance staff, providing relevant and appropriate advice and guidance. Support the Finance and HR Manager to continue to develop the service in a high quality, professional and effective manner.


	Whilst the base for this role will be our central office at Barham Court, Teston, it is envisaged that some time will be used to support our finance colleagues on school sites.  

Duties and Responsibilities:

· Maintain rigorous and transparent financial and accounting procedures for the Partnership.
· Provide support to school business managers via phone and email.
· Provide one-to-one support for school finance staff where needed.
· Support the Finance and HR Officer with Capital Program tasks.
· Support the Finance and HR Manager with HR tasks.
· Analyse existing financial data, including month-end checks and reconciliations to ensure financial procedures are being carried out correctly and use this data to inform the support programme at each school.
· To carry out finance and HR project work as directed. An example of this could be to provide support to schools to improve their understanding of control code reconciliations.
· Complete/analyse monthly financial spreadsheet reconciliations.
· Provide support in relation to the year-end, three-year planning, and the monitoring processes.
· Collation of data from school’s financial submissions to inform Board papers. 

· Liaise with internal and external auditors.
· Provide admin support for schools through the academy conversion process.
· Prepare and deliver training to school finance staff in relation to improving the quality of data provided by our schools. 
· Compliance visits to ensure procedures are being followed correctly.

· General school visits providing support where required.
· To support the central finance team with any queries
· Any other duties that are deemed reasonable for the post of Finance and HR Administrator



PERSON SPECIFICATION

	A
	Qualifications, Experience and Knowledge
	E/D

	1
	In possession of, or evidence of working towards a recognised accountancy qualification
	D

	2
	Experience using the PS Financial software system.

	D

	3
	Experience using the Budget Planning Software (BPS)
	D

	4
	An understanding of academies and their place within the UK educational system.

	D

	5
	An understanding of school organisation and structures
	D


	6
	Ability to establish good working relationships with people and organisations at all levels (e.g. senior members of the Catholic Church, headteachers, business managers)
	E

	7
	Strong written and verbal communication skills, networking, and interpersonal skills.
	E


	8
	IT skills (Outlook, Word, Excel, PowerPoint) 
	E


	9
	Ability to prioritise, plan, and be proactive
	E


	10
	Ability to maintain confidentiality
	E


	B
	Attitude and Behaviors
	

	1.
	A commitment to catholicity, equality and diversity
	E


	2.
	Highest standards of personal integrity
	E


	3.
	Team player
	E


	4.
	Willingness to work flexibly to fulfill urgent tasks
	E


	5.
	Confident, friendly, and tactful 
	E


	C
	Personal Circumstances
	

	1.
	Ability to travel to all locations within the Partnership
	E


	2.
	Full UK Driving Licence 
	E


	3.
	Ability to contribute to an organisation with a wide geographical coverage of Academies and staff.
	E


This post is subject to an Enhanced Disclosure and Barring Service check.

