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Finance Officer
Derby Diocesan Academy Trust 
Closing date: 26 August 2024
Provisional Interview date: 30 August 2024


Welcome from our CEO
Dear applicant, 
Thank you for showing an interest in working for DDAT.
Our trust was established in 2014 for schools choosing to become an academy as well as for those who found themselves in need of a sponsor. 
DDAT’s vision is to build a better future for all within our academies who in turn will positively impact their communities. 
The DDAT family of schools consists of both Church and non-Church schools who all work together to achieve the aims of the Trust as follows:
· Provide children with excellent educational provision
· Rapidly improve underperforming schools
· Develop effective school-to-school support
· Build strong relationships and promote work with external partners
· Raise aspirations and tackle disadvantage so that no pupil is failed by their school.
DDAT academies demonstrate their distinctiveness by providing an inspirational and holistic education that enables all children and staff to develop and achieve their full potential. Church schools within DDAT are not faith schools for the faithful, but Church schools for the community.
We want our children and young people to be able to ‘experience life in all its fullness’ and although this phrase is rooted in a Christian narrative (taken from John 10:10), irrespective of a faith perspective, that is what all of us want for our pupils. This has been borne out by the number of community schools that have chosen to join DDAT, signing up to the vision and values that have children at their core.
I very much hope you are encouraged to apply for the position and if successful, I look forward to meeting you in the near future.
Yours faithfully,
Sarah Clark (Chief Executive Officer – Derby Diocesan Academy Trust)
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Working for DDAT
Governance
DDAT values local accountability through a Local Governing Body. In the circumstances where a school is less than good, DDAT will take responsibility for governance and work to quickly rebuild the capacity of leaders at all levels so that the school regains earned autonomy.
Curriculum
All DDAT schools follow the National Curriculum and supplement it with a vast range of extra-curricular activities which bring learning to life for all pupils.
Terms and Conditions
DDAT aims to ensure consistency of terms and conditions at the time of conversion and also for new staff joining after conversion. As such all staff should be treated no less favourably than they would within a LA school whilst working for DDAT.
External Partners
DDAT works closely with external partners such as Local Authorities, Universities and Teaching Schools. DDAT broker support across church and community schools and purchase services from a range of providers, including the LA, in the best interest of the school. DDAT encourages full involvement with other schools and regional initiatives.
Support
DDAT provides business, legal, finance, building, HR and governance support through a hub team. Our schools are only one call away from the help they need. 
School Improvement
All schools, including Good and Outstanding schools, receive a minimum of six visits per year from one of our own team of school improvement professionals. All of our own team undertaking these minimum visits have experience as Head Teacher, Local Authority Adviser/Partner and Inspector on behalf of Ofsted. Additional school-school and system-wide support is actively encouraged with other DDAT schools, the diocese, one of our many partners, or a proven partner identified by the school. Our diocesan team also includes people with considerable experience of Church school inspection.
Continuous professional development (CPD)
DDAT believe that all staff should continue to grow as professionals and as people. Our ethos of working to fulfil every individual’s potential applies to staff as well as to pupils.
DDAT staff are involved in a continuing process of improvement and we are committed to fostering a positive belief and practice in continuous learning. Continuing Professional Development (CPD) is an important way of motivating and developing our staff and a carefully planned programme of DDAT CPD improves standards, raises morale and assists with recruitment, retention and succession planning. All those involved in our school community will have an entitlement to equality of access to high-quality induction and continuing professional development. The focus of DDAT CPD is on improving standards and the quality of teaching and learning. To see our current CPD opportunities visit: Upcoming Events – DDAT

DDAT aspire to be the employer of choice for our staff. For more information about DDAT please visit: Home - DDAT
Job Description
Role of the Finance Officer
	Job Title
	Finance Officer 

	Reporting to
	Finance Manager

	Hours
	Full Time, 52 weeks per year 

	Salary 
	DDAT Grade 10 (£35745-£38223) pending a pay award



Purpose of the Job:
The post holder will be expected to be heavily involved with the Business Managers in each school to ensure compliance with financial procedures, including the purchasing of services, the preparation and monitoring of individual Academy budgets ensuring that Academies comply with their statutory obligations. They will also be expected to build strong relationships and inspire confidence with the network of Headteachers and Governors in each school. 
As a key member of staff in the central team, you will report to the Finance Manager and be expected to be heavily involved in the whole range of issues that could impact on the Trust's mission – to provide high quality education for all children based on clearly established Christian values and principles.

Main duties and responsibilities:

· To be the first point of contact for schools on all finance matters alongside the Trust’s Senior Finance Officer. 
· Be an active member of the DDAT Finance team taking responsibility for the implementation of systems, training and reporting across the MAT. 
· Provide sound financial knowledge to the School Business Managers on all aspects of finance, ensuring that their CPD and mentoring is being supported across all levels. 
· Work with the payroll provider, to resolve any payroll issues alongside HR. 
· Ensure that the requirements of the DDAT Financial procedures manual are complied with in all respects and at all times, especially with regard to purchasing. 
· Safeguarding the records of DDAT and having these available to support transactions in the accounts. 
· Ensure that the School Business Managers are supported to meet the demands of their role so that they can play their key role in the academy and the MAT, including month end close down, journal adjustments control account reconciliation and outturn preparation. 
· Hold regular meetings with Schools to support with the budget monitoring and budget setting.
· Working with the schools, ensuring that budgets for each academy are produced on an annual basis in line with the Education Funding Agency (EFA) timetable. Production of the central budget with a monthly reconciliation identifying any variances. 
· Ensure the budget is set on each academy’s finance system. 
· Review the budget monitoring reports (BMR) for each academy each month – actual vs budget and enquire into unexpected variances. 
· Ensure records and controls are maintained as required by the Trust Auditors, recognising the requirements of the DfE and the Academies Financial Handbook.
· Undertake day-to-day operation of the Sales & Purchase Ledger records using the Trust financial systems.
· Develop effective professional relationships with Heads, Senior Leaders, School Business Managers, Governors and the wider Trust staff to ensure excellent customer service and a helpful attitude is always provided.
· Assist School Business Managers in day-to-day activities
· Support in the monthly monitoring of Academy budget areas in line with agreed control procedures.
· Support the effective management of the Central Trust Bank Account, including all income received and monies expended.
· Liaise with suppliers in order to resolve complex financial and administrative queries that may arise.
· Attend relevant meetings and carry out any other relevant accounting tasks as directed by the CFO.
· To maintain confidentiality at all times in respect of school-related matters and to prevent disclosure of confidential and sensitive information.
· Recording financial transactions in the Trusts financial system.
· Assist the preparation of the monthly VAT claims.
· Managing profit and loss statements and balance sheets.
· Recording, processing and supporting the payment of invoices across the Trust.
· Raising sale orders.
· Preparing purchase orders in accordance with requests for goods and services.
· Preparing information for auditors.
· Providing administrative and clerical support as needed.
· Additional duties as designated by management.
· Support training sales and invoicing.
· Provide training and support to SBM on all aspects of finance. 
· Help the induction and training of new starters.
· Support completion of ESFA and DFE reports and returns.
· To deputise in the absence of the Senior Finance Officer on a range of matters. 



Person Specification 
Person Specification – Finance Officer
The successful candidate will meet the following person specification. Please note that the listed criteria will form the basis of the selection process. Applicants should address all elements of the Person Specification, indicating experience and where appropriate citing supporting examples within their application.


	Attributes
	Essential
	Desirable

	Knowledge and Experience
	· Experience of working in a school or Academy financial role, or similar position working alongside schools e.g. LA or independent education sector or qualified account.
· Experience of budgeting.
· Experience of preparing management accounts.
· Evidence of significant and relevant Continuing Professional Development (CPD).
	· Experience of working in a school or Academy financial management role.
· Experience of School budgeting.
· AAT qualification or studying towards.
· Certificate or Diploma in school business management.
· Engagement with wider educational partnerships spanning the primary, secondary and local authority sectors e.g. TSAs, MATs or the Diocese.
· Experience of developing school or academies financial systems.
· Knowledge of Academy financial rules and regulations.
· Knowledge of PAYE and VAT regulations.

	Skills and Abilities
	· Excellent financial management and financial planning skills. 
· Ability to introduce and maintain effective and robust financial systems.
· Outstanding communication skills; ability to communicate effectively at CEO, Headteacher, senior staff and Chair of Governors level and to liaise effectively with internal and external auditors, as well as Government agencies.
· Ability to analyse financial issues and to interpret complex information and to offer sound, reliable professional advice.
· Commercial awareness and ability to achieve value for money.
· Competent and confident in using Microsoft Office.
· Ability to work effectively under pressure, managing conflicting priorities and to meet challenging deadlines.
· Ability to work independently to tackle problems creatively and to think laterally. 
· Self-motivated and a good time manager. 

	
· Ability to interrogate school performance data and finances accurately and identify next steps for progress. 
· Experience of advanced Excel skills including the use of pivot tables and macros. 
· Receptive to new ideas and able to generate them. 
· Knowledge of using educational finance packages. 



	Personal qualities
	· Motivation to work with children & young people / in an educational setting.
· Strong numerical and verbal skills, understanding and application. 
· A positive, enthusiastic outlook with the energy, drive, enthusiasm and determination to succeed.
· Must be proactive not reactive.
· Driving licence and use of own car. 
· Ability to occasionally attend evening meetings as required. 
· Commitment to and belief in equality of opportunity for all.
· Ability to work as a supportive member of a small team, acting flexibly to support colleagues at pressure points. 
	· Sense of humour.
· Ability to cope resiliently with the responsibilities and demands of the post. 




Terms and Conditions
The post will be based at our Bakewell Central Office but may be required to work at any other centre where DDAT business is conducted.

This post requires the ability to travel and work directly with academies in the Trust and therefore requires a full current UK/European Driving licence with access to private transport which can be used for business purpose.  
This post requires a reasonable level of flexibility to work occasional evenings or early morning starts to support the needs of the Trust.
An Enhanced DBS is required for this post. 

To apply, please complete an application form and the monitoring form which can be found on our website here: https://ddat.org.uk/current-job-vacancies/  and return to HR@ddat.org.uk
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