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JOB TITLE:		Assistant Management Account		

REPORTS TO:           Management Accountant	

SUPERVISES:	N/A		

GRADE:		Band 9		

JOB PURPOSE

This post is based within the Central Trust Team, the postholder will undertake a wide range of accountancy, financial and payroll duties to support the work of the Management Accountant and Chief Financial and Operations Officer (CFOO).  This will also involve supporting staff based at academies within Solent Academies (SAT), in financial and payroll matters, in accordance with agreed policies and procedures, ensuring compliance with all relevant legislation; maintaining confidentiality and high professional standards at all times.  


KEY ACCOUNTABILITIES

Actively promote and uphold the Trust’s Relational Culture Charter, demonstrating:
·   Valuing Difference
· Effective Communication
· High Challenge & High Support
· Respect for All
· Solution Focused

Maintain awareness of, and commitment to, the Trust’s Equality and Diversity policies and procedures.

To adhere to the Trust’s Safeguarding and Child Protection policies, ensuring any safeguarding concerns are reported promptly and appropriately in line with Trust procedures.

To maintain awareness of and commitment to the Trust’s Equal Opportunity Policies in relation to both employment and service delivery.

To fully comply with the Health and Safety at Work Act 1974 etc. the academy’s Health and Safety Policy and support the accurate maintenance of statutory Health and Safety documentation.

To work with colleagues to achieve Trust objectives and targets.

To participate in Employee Development schemes and Performance Management contribution to the identification of your own development needs.

Working in full collaboration with other academies in the Trust sharing good practice and resources as the need arises.


PRINCIPAL RESPONSIBILITIES/DUTIES

This list is not meant to provide a narrow definition of specific responsibilities but to serve as guidance and should be seen as enabling rather than restrictive. 
 
Financial 

· Assist the Management Accountant with the preparation of the annual budget plan, for example by analysing and forecasting staffing costs, non-pay expenditure and income
· Support the production of monthly management accounts for each academy and central team.  This will involve, for example: regularly checking for miscoded transactions and correcting these; creating journal entries for recharging costs; investigating variances and reporting these to the Management Accountant; processing approved virements and preparing and supporting with the month end reconciliations. 
· Assist the Management Accountant with the provision of financial information and advice to academies as required
· Assist with and provide cover for carrying out monthly bank reconciliations for all bank accounts within the Trust, maintaining records of direct debits and standing orders
· Process and/or assist and provide cover for processing VAT returns for the Trust
· Process purchase ledger payment runs on behalf of the Trust, including processing BACS and cheque payments
· Process grant income for the Trust and monitor against income budgets
· First review and sign off for aged debtors and creditors reports for all academies within the Trust and pursue payments that are overdue in liaison with the relevant academy
· First review and sign off for charge cards reconciliations for the Trust, check receipts and process journal recharges
· Oversee the set-up of new suppliers and customers in the Trust’s financial system
· Support the annual closure of accounts process by ensuring that all academies complete year end procedures within specified timescales, completing accrual and prepayment journals, and analysing and checking ledger accounts
· Maintain a central contract register for the Trust and analyse this data on a regular basis to assist the Management Accountant in supporting the Trust’s procurement plan 
· Carry out procurement activity on behalf of Central Services, for example seeking three quotations for lower value purchases, assisting with the evaluation of tenders received, raising purchase orders, confirming that goods and services have been received
· Provide training to academy-based staff on financial and procurement processes 
· Contribute to financial tasks as and when required, for example preparing financial data for inclusion in reports, supporting the creation of financial and procurement processes for new legislative requirements
· Complete grant claims and other returns in accordance with instructions and deadlines and assist the Management Accountant with the completion of more complex returns
· Liaise with insurers with regard to insurance claims 
· Any other duties as may reasonably be required

Payroll (provide cover for the Senior Payroll Officer)
 
· Oversee the preparation of the monthly payroll including salary change, processing additional hours claims, checking the payroll, month end reporting and reconciliations
· Ensuring the calculation of all salary deductions are made accurately and that payments to the appropriate authorities are made on a timely basis
· Working with the Payroll Provider to ensure that the pension schemes are administered in accordance with the relevant schemes’ specifications 
· Process the Monthly Data Collection for Teachers’ Pensions 
· Maintenance of Auto Enrolment as per the legislation
· Maintenance of all salary records to meet statutory requirements
· Year-end processing including producing P60s and P11Ds 
· Liaising with Management Accountant and HR Team to ensure that all relevant documentation is received and processed relating to New Starters, Leavers and any other contractual changes
· Liaising with Payroll Provider where required for calculation of employees’ entitlement to Occupational Sick Pay, SSP, SMP and SPP
· Ensuring the accurate and timely completion of annual pension returns for the Teachers’ Pension Scheme and Hampshire Local Government Pension Fund
· Liaising with HMRC, Pension Administrators and others on queries relating to Trust Staff 
· Dealing with routine pay and pension queries from staff
· Attend relevant training courses to keep up to date with legislation and processes
· Assist with ad hoc investigations and reports
· Manage the Childcare Voucher Scheme
· Prepare monthly payroll journals
· Any other duties as may reasonably be required


ADDITIONAL RESPONSIBILITIES

Support the aims, values, vision, mission and ethos of the school/trust and participate in a team approach to all aspects of school life.  Attend meetings and training sessions as required.  Be involved in extra-curricular activities, e.g. open days, school events.

Solent Academies Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  Any successful applicant will be required to undertake an Enhanced Disclosure check by the Disclosure and Barring Service (DBS). 

Solent Academies Trust is committed to the safety and well-being of all staff and pupils and as such the post holder will need to be aware of health and safety issues and act in accordance with Health and Safety policies.

Solent Academies Trust is committed to the implementation and promotion in employment and service delivery of equal opportunities policies and statutory responsibilities. 

This list is not exhaustive, and other duties may be required as part of the role, at the discretion of the Chief Executive Officer or Chief Finance and Operations Officer and commensurate with the grade and level of responsibility.
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Person Specification for Assistant Management Accountant

	
	
Essential
	
Desirable 

	Evidence From

	
Knowledge and Skills and Experience


	Financial qualification to NVQ Level 4 AAT or equivalent qualification
	    
	✓      
	Application/Interview 

	A record of Continuing Professional Development activities
	✓ 
	 
	Application/Interview 

	5 x GCSE Grade A-C including Maths and English
	✓
	
	Application/Interview

	Understanding of application of tax and VAT in charity accounting
	✓ 
	 
	Application/Interview 

	Understanding of the principles of charity accounting regulations including SORP / SOFA
	
	✓
	Application/Interview 

	Experience of working in a financial capacity within a charity or voluntary sector organisation
	
	✓
	Application/Interview 

	A track record of successful financial book-keeping / record-keeping in an organisation, or similar not-for-profit organisation
	✓
	
	Application/Interview 

	Excellent ICT skills, use of Microsoft Office, including excel, and other IT software 
	✓ 
	 
	Application/Interview 

	Understanding of the principles of charity accounting regulations including SORP / SOFA
	✓ 
	 
	Application/Interview 

	Strong interpersonal, written and oral communication skills 
	✓ 
	 
	Application/Interview 

	High levels of accuracy and exceptionally high levels of attention to detail
	✓ 
	 
	Application/Interview 

	
Interpersonal and Communication Skills


	Effective communication and presentation skills – both oral and written, plus high-level influencing skills
	X

	
	Application/Interview 

	Able to deliver excellent customer service, both externally and internally 
	
X
	
	Application/Interview 

	Excellent interpersonal skills – including internal and external contacts
	
X


	
	Application/Interview 

	Be able to work effectively as part of a team
	
X


	
	Application/Interview 

	
Initiative and Independence


	Excellent organisational, time management and prioritisation skills


	
X

	
	Application/Interview 

	Ability to meet deadlines and work well under pressure without compromising accuracy

	
X


	
	Application/Interview 

	Ability to work effectively in a confidential environment and maintain confidentiality in all circumstances
	
X

	
	Application/Interview 

	Ability to identify own training needs and how these may be met as part of a process of continuing learning and development
	
X
	
	Application/Interview 

	Ability to demonstrate independent working and deal with conflict should it arise
	
X

	

	Application/Interview 

	Ability to work effectively in a safeguarding environment

	

	
X

	Application/Interview 



Signed Employee…………………………………………………….Date……………………….

Signed Manager………………………………………………………Date……………………
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