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Fortis Trust – Job Description

POST TITLE



Finance Manager

RESPONSIBLE TO

Principal

Business Manager

PURPOSE OF JOB

The Finance Manager, under the direction of the Business Manager, will take a leading role in:

· Assisting the Business Manager in managing the day-to-day organisation of the Trust Budget and other Trust Related Accounts.

· To fully advise and support the Business Manager & Principal in the discharge of their duties, by ensuring maximum efficiency in all aspects of delegated authority.

· Establishing and developing links with LA Finance Staff, Auditors and Consultants with the purpose of facilitating good financial control development and enhancing staff knowledge, skills and expertise.

· Assisting the Business Manager to achieve the requirements of EFSA Financial Management and Audit standards when managing the Trust Budget and other Trust Related Accounts.

1. RELATIONSHIPS

1.1 To work in partnership with the Business Manager. 

1.2 Build positive relationships with all members of the Trust community, showing positive attitudes.

1.3 To establish strong positive working relationships with other members of the Finance Team.

1.4 To promote and foster good relationships and effective liaison with parents.

1.5 To promote and foster good relationships and effective liaison with other Fortis Trust Staff.

1.6 To promote good relationships and effective liaison with all appropriate external agency professionals involved with the Trust.

1.7 To promote goodwill and positive public relations with individuals and groups in the local area and the wider community.

1.8 The post holder is responsible to the Principal and Business Manager for their duties, responsibilities and tasks. 

2. DUTIES AND RESPONSIBILITIES

2.1 To work in partnership with the Business Manager & Principal in effectively managing the Trust Budget & other Trust Related Accounts.

2.2 To be responsible for the organisation and day-to-day management of all financial matters.

2.3
Assist the Business Manager to devise, prepare and set a detailed budget for approval by the Principal, Governing Body and EFSA

2.4
To organise and process the Trust Budget in accordance with EFSA requirements and the needs of the Business Manager, Principal & Governing Body.

2.5
Assist the Business Manager to prepare and submit EFSA Finance Returns

2.6
Assist Business Manager with monthly payroll and assist with preparing annual returns

2.7
Negotiating contracts in collaboration with the Business Manager and Principal in accordance with the principles of ‘best value’

2.8
Develop sound financial systems for maximising resource efficiency

2.9
Monitor and profile the expenditure in each budget heading in collaboration with Leadership & other Teaching Staff and prepare  reports for consideration by the Business Manager, Principal and Governing Body

2.10
Advise the Business Manager on any projected over or under spending and the options available for virement and varying expenditure

2.11
Monitor monthly reports, investigate discrepancies and reconcile bank statements

2.12
Produce monthly Management Account reports for approval from the Principal, Vice Principal and Business Manager.

2.13
Monitor the income due to the Trust, including issuing invoices and ensuring receipt

2.14
To maintain all accounts on site and to assist in the preparation of  Statutory accounts for annual auditing

2.15
To advise all staff on resourcing issues

2.16
To prepare reports for all Governing Body Committees as required

2.17
To ensure that all computerised records/management information systems relating to finance are maintained 

2.18
To submit monthly VAT Returns

2.19
Produce and monitor Cash flow forecasts and report any issues to Senior Management

2.20
Ensure the issue of prompt payment of invoices in accordance with the Trust Finance Policy

3. MANAGEMENT RESPONSIBILITIES

3.1
To Supervise roles and responsibilities of the Finance Assistant

4. OTHER RESPONSIBILITIES


4.1
To be a key member of the Finance & Admin Team and attend relevant meetings.

4.2
To ensure the effective communication of Bradfield's Philosophy, Aims and Policies to staff, pupils and outside agencies.

4.3
To assist the Business Manager with contact between Trust and Outside Providers of Financial Control, Payroll, with a view to developing a ‘trust improvement culture’.

4.4
To be responsible for the day-to-day management, development and maintenance of the trust’s asset management plan.

4.5
To co-ordinate all bookings and lettings of trust premises.

4.6
To carry out any other ‘reasonable’ duties as designated by the Principal.

4.7
To carry out duties as contained in your Fortis Trust contract.
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Notes: 

This job description may be amended at any time in consultation with the post holder. 
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