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	Job title: Trust Head of Finance & Procurement	
	Status: Permanent

	Team: Central services (COO)
	Reports to: Chief Operating Officer

	
	Direct reports: 

	Department: Finance
	Departmental budget holder: Yes


Position context:
Our purpose: To inspire our family of schools to provide opportunities for our pupils, staff and leaders to be the best they can be; to create a passion for lifelong learning; to enable our pupils to become confident and impactful world citizens. 
Position purpose: This role is responsible for the provision of Financial and Procurement services across the Trust as well as providing support to Academy Head Teachers. Working closely with The Trust Senior Leadership Team, the Head of Finance & Procurement will support the delivery of monthly reporting, budget building, quarterly forecasting and budget and resource monitoring.  
Reporting directly to the COO, the Head of Finance & Procurement will work to ensure consistency of approach and appropriate execution of Trust Financial Policies.
Position accountabilities:
	Accountability
	Key activities 

	Strategy
	· As part of The Trust’s Central Services management team, describe, promote and monitor a value for money mindset, contributing to the ongoing financial stability and sustainability of The Trust and its constituent Academies
· To act as Business Partner to Academy Head Teachers facilitating input and contribution to the strategic development of the Trust’s Financial Management strategy
· To assist in the development of Trust Financial Policies and processes

	Planning 
	· To take responsibility for the management of The Trust’s Internal Audit requirements. Acting as point of contact and communication for Auditors and colleagues
· Liaise with funding agencies to ensure the MAT receives all and accurate funding levels
· To take responsibility for the management of designated aspects of external financial statements and regularity audits
· Provide in-house training on finance system
· Develop and implement a resourcing plan for the Central Finance department

	Delivery
	· To ensure that financial transactions are processed in accordance with the approved Trust financial regulations
· Work with the Head of Estates to compile and submit accurate and timely capital grant applications
· Assist the Head of Estates to submit resulting funding claims
· Develop Trust wide ability to deliver value for money procurement and contract management
· Oversight of Trust contract register accuracy, informing contract owners of end dates in a timely fashion
· Maintain oversight of the Trust Bank accounts, ensuring reconciliation is undertaken and anomalies corrected
· Ensure an accurate record of Trust assets is maintained
· Working with IT colleagues and external providers, ensure continuous reliability of finance systems under their control
· Contribute as a member of the management team to Trust wide initiatives, with focus on the specific area of procurement
· Achieve agreed departmental targets (e.g. Statutory return deadlines, report generation and KPI’s)

	People Management / Organisational Development 
	· Recruit, manage, develop and retain staff; growing staff satisfaction, engagement and retention.
· Build and maintain strong relationships with all key internal and external stakeholders.  
· Ensure the Trust appraisal process is followed and staff members fully take part

	Information Management and Reporting
	· Maintain accurate reconciliations, ledgers and cash management processes
· Produce and maintain accurate and timely information and reports as required by the Local Boards and Trustees

	Data Protection
	· All staff have a responsibility under the 2018 (GDPR) Data Protection Act to ensure that their activities comply with the Data Protection Principles. Staff should not disclose personal data outside the Trust’s procedures, or use personal data held on others for their own purposes. Specifically, this role requires a high degree of discretion and confidentiality

	Health and Safety
	· Hold responsibility to avoid action that could threaten the health or safety of themselves, other employees, customers or members of the public.

	Good Citizenship
	· Holds personal accountability in ensuring continual focus on enhancing the staff and pupil experience through actions, words and behaviour. Our pupils are the most important members of our institution and must be treated as such



Key Stakeholders:
Internal: Trust Board, CEO and COO, Academy Head Teachers, Central Service Heads and Teacher Leaders.

External: Funding Agencies, HMRC, Local Authorities, Audit Partners, Hirers, clubs and societies, suppliers and contractors.

Knowledge, skill and experience requirements 
Essential: Experience of producing and managing large, complex budgets. Experience of producing annual returns and monthly management accounts (oversight). Experienced and successful team management. Ability to prioritise, plan and organise with meticulous attention to detail.  Ability to meet challenging deadlines, show initiative and manage time effectively. Ability to draw up contract specifications, procure services and manage contract fulfilment. Ability to foster cross MAT working relationships with excellent communication and presentation skills.

Desirable: Qualified accountant (ICAEW, ACCA, CIPFA or equivalent) Degree level education or equivalent. Introduction, maintenance or development of Finance systems, architecture and software. Knowledge of the Education or Charitable sector.

Key behaviours:
· Demonstrate and role model Trust values which are:

· Passion
· Respect
· Inclusion
· Challenge
· Openness
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