
 

 

  

Vacancy:  

Trust Finance Manager 



 

 

  



 

 

  



 

 

  



 

 

  



 

 

  



 

 

  



 

 

  



 

  



 

 

  



 

 

  



 

 



 

 

 

 

  



 

 

  



 

 

 

 

Job Title Trust Finance Manager 
 

Reporting To CFO 
 

Scale / Salary Range / Contract NJC Point 29 - 35 (£37,336 - £43,421) AYR 37 hours per week. 
 

Responsible For Trust Finance Officers 
 

 

Core Purpose 

To support the Chief Finance Officer (CFO) in the provision of an effective and efficient centralised 
finance service for the Polaris Multi Academy Trust.  

Act as a finance partner to a designated hub of academies to provide financial management and 
support. To be responsible for the financial management and operation of accounting and budgeting 
systems for the academy hub, monitoring and reporting on their financial performance.  

To ensure academies have access to timely and accurate management information, preparing monthly 
management accounts, commentary, and budget forecasts in line with the trust financial reporting 
cycle.  

To deliver high quality, efficient financial advice, reports and information to the trust executive team, 
trustees, governors, senior leaders, and other trust colleagues. 

To support the day-to-day financial management of the Trust, ensuring compliance with 
financial regulations, trust procedures and the Academy Trust Handbook.   

To line manage a central team of Finance Officers and provide financial leadership support and 
guidance to Academies in the Trust.  

 
Key Accountabilities (and specific duties/responsibilities): 

Leadership and Management 

• To provide line management of a team of Trust Finance Officers to deliver a highly efficient 
centralised finance service for academies in the Polaris Trust. Conducting performance 
management, delegating work, and supporting development as required.   

• To support the CFO to provide high quality financial advice and guidance in the management of 
public funds, to the Trust and Academy leadership teams, ensuring compliance with Trust policies, 
financial regulation and the Academy Trust Handbook. 

• Act as a finance partner for a number of academies, leading finance meetings with Heads of School 
to support academy financial management, support strategic financial planning and provide a high 
level of technical finance support. 

 

 

  



 

 

 

 

Business Planning and Monitoring 

• Plan, prepare, and monitor, budgets for a designated hub of academies as determined by the CFO, 
and assist with management of other trust academies as and when required.  

• Work in liaison with Academy Senior Leadership colleagues and Trust central finance colleagues to 
set annual and revised Academy budgets using the Trust budget planning software, including 
funding, employee and income and expenditure scenario planning.  

• Manage and ensure compliance with systems to monitor budgets in relation to overspends and 
the scheme of delegation.  

• Support the CFO in preparing monthly consolidated budget forecasts and KPIs for review and 
monitoring.  

 

Financial Management Accounting and Reporting 

• Produce timely and accurate monthly academy management accounts, including forecast outturn, 
cashflow and variance analysis commentary. Investigating variances and escalating issues 
identified as appropriate. 

• To produce financial summaries, commentaries, and other related reports for presentation to Local 
Governing Bodies (LGBs) as required.  

• Undertake accurate financial transactional processing to Trust monthly deadlines, including the 
preparation of required journals and balance sheet reconciliations to support the monthly 
management accounts. 

• Ensure that month end journal adjustments (accruals, prepayments, deferred and accrued income) 
are processed in a timely and accurate manner. 

• Production of regular comprehensive management reports to ensure efficient and effective control 
of income and expenditure, complying with the Trust’s financial regulations and public 
procurement regulations at all times. 

• Monitor academy capital expenditure and ensure that assets are accurately recorded and verified 
on a periodic basis in accordance with trust accounting policies and procedures. Maintain the Fixed 
Asset register and associated reporting in line with statutory accounts requirements.  

• Prepare monthly, annual, and periodic financial returns to ESFA and HMRC for the Trust and its 
academies, as directed by the CFO. 

• Ensure the Trust remains compliant with VAT requirements. Assist the production of the group VAT 
return and control account reconciliation, ensuring submission in line with HMRC guidelines and 
those of the Trust. 

• Deliver financial accounting and budget management for the Trust subsidiary Ltd company; 
Smarties Nursery, located across various Trust academies.  

 

 

 

 



 

 

 

 

Payroll Operations 

• Work closely with the Trust HR Manager and Payroll Manger to support the provision of an efficient 
and effective payroll service to all academies within the Trust, ensuring the employee budget 
scenario is up to date in the integrated budget and payroll system.  

• Carry out a monthly reconciliation of payroll to the academy budget, ensuring accuracy of all 
payments including NI, pension contributions, sick pay, maternity, and overtime payments, 
identifying any errors or omissions in line with the trust internal control framework, for approval 
by the CFO. 

• Assist with the required audits associated with payroll e.g. Teachers’ Pension Scheme audit. 
Ensure that all internal and external payroll-related returns are made on time. 

 

Treasury Management 

• Support the CFO with the cash management strategy. Produce monthly bank reconciliations and 
cash flow reporting.  

• To check and authorise high value payment runs prior to CFO/CEO authorisation.  

 

Financial System Management 

• Develop and improve finance systems and procedures across the Trust as required to meet 
business needs and support a robust internal control framework. 

• Responsible for the maintenance of Trust Financial and Integrated Budget/Payroll System acting 
as a ‘system administrator’.  

• Support the system onboarding process of new academy locations to Trust finance, budget, payroll 
and compliance systems. 

 

Audit & Compliance 

• To prepare appropriate documents for the year end file and liaise with auditors as necessary, to 
support the CFO in the production of the year end annual statutory accounts.  

• Liaise with both internal and external auditors regarding periodic and annual audits. Ensuring that 
records and reports are maintained to comply with audit policy and the Academies Trust 
Handbook. 

• Adhere to the period end and year end financial closure deadlines. 

• To support the CFO on overseeing and ensuring the efficient implementation and administration 
of the Trust’s approved insurance policies. 

• Keep policies and practices under review to ensure the finance function complies with the 
Academy Trust Handbook. 

 

 

 



 

 

 

 

Procurement and Fund Raising 

• Actively seek opportunities for cost improvements and ensure ‘value for money’ strategy is at the 
core of all financial activities within the Trust. 

• Regularly monitor and manage the Trust’s service level agreements with key academy leaders to 
ensure value for money is achieved. 

• To support the CFO in overseeing and managing all procurement and tendering processes. 

• To support the CFO in being proactive in seeking, generating, and administering new sources of 
revenue for the Trust and academies. 

 

Other Specific Duties: 

• The Central Finance team are located on site at the Polaris Multi Academy Trust Offices. There will 
be a requirement for multi-site working, at Academy level, based on the needs of the Trust and 
requirements of the role. 

• To attend team meetings and staff meetings and maintain confidentiality inside and outside the 
workplace. 

• To continue personal and professional development as required. 

• To actively engage in the performance review process.   

• All support staff may be used to perform appropriate duties as and when required by the Trust, 
commensurate with the salary grade of that post if it is higher than the employee’s current salary. 

• To work in the best interests of the Trust, students, parents and staff. 

• To adhere to the Trust’s policies and procedures with particular reference to Child Protection, 
Equal Opportunities, Teaching and Learning and Health and Safety. 

 

Whilst every effort has been made to explain the main duties and responsibilities of the post, each 

individual task undertaken may not be identified.  Employees will be expected to comply with any 

reasonable request from a manager to undertake work of a similar level that is not specified in this job 

description. 

This job description is current at the date shown, but, in consultation with you, may be changed by the 

Trust to reflect or anticipate changes in the job commensurate with the grade and job title and/or Trust. 

 

 

 

  



 

 

 

PERSON SPECIFICATION 

Job Title: Trust Finance Manager 

KEY CRITERIA ESSENTIAL DESIRABLE 

Qualifications  

 

• A minimum of 5 GCSE’s Grade A-C or equivalent 
including English and Maths. 

• Part or fully qualified accountant 
(CIPFA/ACCA/ACA/CIMA) – or fully qualified AAT 
(demonstration of relevant equivalent experience 
may be considered) 

 

• School business 
management qualification 

Experience • At least 3 years’ experience in a senior finance role. 

• Proven financial management experience from a 
commercial or educational environment. 

• Significant experience of finance analysis and 
reporting  

• Managing and reporting on budgets of significant 
financial value 

• Experience of line management of finance staff 

• Significant experience of accounting and payroll 
software eg PS Financials, Edupay. 

• Experience of working in a 
finance role in the 
education sector 

• Budget planning 
experience 

• Experience of budget 
software eg. Orovia BPS 

Knowledge & 

Understanding 

 

 

 

 

• Strong understanding of accounting policies, 
practices and procedures for financial management 

• Working knowledge and understanding of the payroll 
function  

• An understanding of the principals of efficient and 
effective financial control. 

• Sound working knowledge of Ledger accounting and 
reconciliations 

• Practical knowledge of 
VAT regulations 

• Demonstrable 
understanding of how to 
achieve best value for 
money 

Skills & abilities • Able to manage and prioritise workload to meet tight 
deadlines  

• Ability to understand, interpret and communicate 
financial information 

• Strong IT skills including Excel, MS Office and word 
processing 

• Ability to communicate and negotiate effectively to a 
range of audiences (internal and external) through 
highly developed inter-personal, written, oral and 
presentation skills 

• Work effectively as a member of a team. 

• Demonstrate sound judgement with the ability to 
present solutions. 

• Purchase ordering 
software experience 

• Payment portal 
experience (ParentMail, 
ParentPay) 

 

  



 

 

 

 

 

Personal Qualities 

 

• An excellent record of attendance and punctuality 

• Seek advice and support when necessary 

• A commitment to confidentiality 

• Determination to succeed and the highest possible 
expectations of self and others  

• Reliability, integrity and stamina 

• Resilience and perspective 

• A commitment to inclusive 
education  
 

 

 

 

  



 

 

 

 

 


