
 
JOB TITLE:     Finance Lead 

RESPONSIBLE TO:   The Directors of Diocese of Gloucester Academies Trust (DGAT) 

REPORTS TO:   Head of Finance 

RESPONSIBLE FOR:  Financial planning and practices in allocated academies 

CONTRACT TYPE:   Part Time – 30hrs, Fixed Term Maternity Cover 

SALARY:   35K FTE 

 

This post is to support the work of the Trust in executing the operational priorities for the 
organisation in order to achieve outstanding educational outcomes for pupils in its academies.   

The Finance lead will provide high quality strategic financial planning to ensure the Trust makes best 
possible use of its resources and will lead on all matters relating to finance, personnel and facilities 
over allocated academies through liaison with the Head of Business and Operations. 

 

Main Responsibilities 

Finance and Administration 
 To ensure compliance to all financial policies and procedures within the academies 
 To prepare academy budgets working with the headteachers and governors in line with the 

School Development Plans 
 To prepare monthly reports for the headteachers, monitor budgets and expenditure for the 

academies and to contribute to the budget planning cycle by preparing budget calculations, 
supporting with the processing of orders and invoices, as appropriate 

 To prepare and submit financial reports to the headteachers and the governing board with 
attendance at meetings when appropriate 

 To prepare and assist with the preparation of budget, account balances and reports (including 
management reports) 

 To provide information to the Head of Finance to aid in the collation and production of Edu-
cation Skills and Funding Agency returns 

 To administer BACS payments for the hub academies 
 To be responsible for the payment control of invoices 
 To undertake regular bank reconciliation and end of month routines, including direct debit 

and signatory mandates 
 To reconcile the payroll monthly to the budget, investigating and resolving any variances to 

pay, leavers and joiners 
 To support academies in their responsibility for petty cash control, including reconciliation 

and payments. 
 To support academy finance staff as required, to include training when required   
 To support with the maintenance of academy asset registers.  
 To contribute to procurement and value for money, as set out in the Academies Financial 

Handbook. 
 To manage manual and computerised record / information systems and be responsible for all 

administrative functions associated with the role, including the appropriate storing of records 
in accordance with Trust policies.  

 To provide information to the Head of Finance as required in the preparation of the Trust’s 
annual accounts, including liaison with auditors as necessary 

 



 
Human Resources 

 To support recruitment within allocated academies 
 To oversee and ensure compliance with legislation with regarding the Single Central Record 

in allocated academies 
 To ensure robust arrangements are in place for payroll and all associated paperwork for allo-

cated academies 
 Ensure the communication flow between academies and the Trust regarding any employment 

matters is in line with the Trust policies 
 To support staff induction 
 To monitor that all personnel files are up to date 
 To monitor staff absence across allocated academies 

 
Facilities 

 To oversee records of statutory checks and services as required ensuring that all checks are 
carried out accordingly 

 To co-ordinate a strategic plan of maintenance and repair 
 To oversee the Fixed Asset Register and Inventory in line with the Trust’s Finance Policy 
 To oversee any action points identified in the Health and Safety audit 
 To collaborate with other Finance Leads and Head of Finance in identifying and delivering 

group procurement opportunities  

General 

 To work closely with the Trust central team, headteachers and the governing boards 
 To develop effective relationships with staff, pupils, parents, governors, local businesses and 

stakeholders 
 To work closely with the administrative teams, premises teams and the wider staff of all hub 

academies 
 To ensure communication is timely, effective and professional 
 To support the overall Christian ethos of the Trust 

 

OTHER 
The current main duties and responsibilities of this post are outlined in this job description. The list is 
not intended to be exhaustive. The need for flexibility, shared accountability and team working is 
required. The post-holder is expected to carry out any other related duties that are within the 
employee's skills and abilities, commensurate with the post’s banding and whenever reasonably 
instructed.  

It is the practice of the Diocese of Gloucester Academies Trust to review job descriptions annually to 
ensure that they relate to the role as then being performed or to incorporate whatever reasonable 
changes that have occurred over time or are being proposed. This review will be carried out by the 
Trust in consultation with the post-holder before any changes are implemented. The post-holder is 
expected to participate fully in such discussions and implementation. 

 


