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POST TITLE:
	

Director of Finance and Operations

	SALARY:
	Chief Officers' Pay Scales: Senior Manager
£68 - £78000 
(negotiable depending on experience)


	RESPONSIBLE TO:
	Chief Executive

	RESPONSIBLE FOR:
	Designated support staff across the Trust

	
	



	


EAST is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share and adhere to this commitment. DBS checks are required for all posts.

JOB SUMMARY:

The Director of Finance and Operations role will be a key member of the Executive Leadership team, 
reporting to the Chief Executive Officer (CEO). The focus will be to maintain control of diverse 
business operations, therefore strong leadership skills are essential. The Director of Finance and Operations will be responsible for preparing and presenting reports on relevant matters to the Trust Board. In addition the postholder will act as Chief Financial Officer for the Trust.

The goal of the Director of Finance and Operations position is to secure the functionality of business to drive extensive and sustainable growth. 

The Director of Finance and Operations will have a strong financial background with experience of 
budget preparation, development, management and analysis; providing commercial advice, strategic 
support at a senior level and be able to demonstrate a creative approach to income generation. 

MAIN PURPOSE OF THE POST
· To be responsible for Financial and Management Accounting Systems and Reporting.
· To plan the MAT budget in conjunction with the Co-Chief Executive Officers and ensure that appropriate financial monitoring systems are in place.
· To plan for, give advice on and monitor the generation of financial surpluses to ensure the financially sustainable future of the MAT. To review all contracts as they fall due and ensure procurement requirements are followed to deliver best value.
· To oversee our organisation’s ongoing operations and procedures. The role is to be the
company’s second-in-command and responsible for the efficiency of the business. 
· To support the Chief Executive Officer in the strategic development and operation of the Trust, contributing to Board meetings and meetings with the Department for Education and other significant organisations as and when required, with lead operational responsibility for all central service functions of the Trust, upholding, promoting and modelling the vision and values of the Trust at all times and providing a high level of service to customers.



MAIN DUTIES
The following duties are not shown in order of priority or frequency nor is the list comprehensive, but rather an indication of the type and level of duties expected of this post
· To provide proactive leadership at a management level in respect of the MAT'S Finance and Operational functions.
· To report directly and promptly to the Chief Executive any financial or operational cause for concern.
· To provide line management and leadership to the Finance, HR, IT and Estates Managers, or equivalent at each school in the EAST MAT.
· To build, develop and effectively manage the team using the school's performance management system to ensure high performance and business efficiency
· To ensure the MAT has a sound framework of financial management and control and to establish and maintain systems that conform to best practice.
· To establish an effective budget setting process and effective financial controls to ensure that the budget is achieved across all school sites.
· To be pro-active in recommending the courses of action necessary to address any variances from budget that occur.
· To advise upon and ensure effective cash flow management and investment of MAT funds.
· To produce financial data as required for the purposes of developing and managing capital projects.
· To ensure that the MAT strives to maintain high levels of staff efficiency and achieves good value for money for all non-pay costs.
· To support the Co-Chief Executives and Headteachers on all financial and operational matters.
· To propose and present monthly financial information to the Executive Team and at Board of Trustees meetings, where appropriate.
· To ensure that the MAT's financial statements are prepared to comply with all relevant legislation and required statutory deadlines.
· To ensure the security of the MAT's assets and maintenance of an effective Fixed Assets Register.
· To plan, lead and implement effective financial administrative systems which streamline bureaucratic processes to ensure value for money and accountability.
· To liaise with internal and external auditors whilst carrying out their annual cycle of audit activities.
· To provide data and reports for the purposes of informing the ESFA of the MATs financial position.
· To ensure that the MAT's capital spending remains within the limits of those approved by the Board and be proactive in bidding for grants as they become available.
· To develop a robust system for cost efficiencies in the procurement of central contracts for the MAT.
· To identify and apply for grant funding / bids.
· To work with the Co-CEOs on plans for growth that will be beneficial to the MAT, looking at new partners and developing the planned staffing structures. To project manage and support the conversion and integration of schools joining the Trust. 
· To develop plans for working towards centralisation of finance functions and the pooling of GAG during 2021.
· To oversee all purchasing and payroll activity for staff and participants.
· To assist in delivering strategic planning and operations across the Trust for:
· Financial welfare 
· Human Resources Management including welfare of staff
· Legal welfare
· Management of assets
· Management of quality service and standards
· Management of Health and Safety
· To oversee the internal operations of the Trust ensuring all systems, structures and staffing are of a high standard and meet the Trust’s requirements 
· To be flexible in travelling to all school sites as the role dictates
· To oversee and ensure the effective management of the Trust’s Estates and compliance with statutory responsibilities in this area. 
· Any other duties of a similar level of responsibility as may be required.
· To oversee and ensure GDPR is managed across the Trust to comply with statutory regulations and to report regularly to the Trust Board on GDPR matters.

Qualifications:
A diploma or equivalent in Business Management and either a willingness to achieve accountancy qualifications or already be a qualified accountant. 
Experience and expertise required:
· Significant experience of financial management and management accounting.
· Significant experience of preparing financial statements.
· Ability to lead, develop, manage and motivate a finance team.
· Experience of working with non-financial managers and helping them to develop their knowledge and understanding of budgeting, costing and general financial management. 
· Proven ability to implement and monitor highly effective and efficient financial controls
· In depth knowledge of financial accounting regulations, processes and procedures 
· A sound working knowledge of estates management issues and compliance with statutory responsibilities in this area

Competent with IT:
· Sound working knowledge of Windows based software packages, including mainstream financial reporting systems, forecasting models, word processing and spreadsheets.
· Intermediate knowledge of Microsoft applications and willing to undertake training appropriate to role.
All staff are responsible for:
· Children & Vulnerable Adults: safeguarding and promoting the welfare of children and vulnerable adults
· Health / Safety / Welfare: the health and safety and welfare of all employees, students and visitors under their control.
· Equal Opportunities: performing their duties in accordance with EAST Equality Scheme
· Adherence to and compliance with all MAT Policies and Procedures
· Management of human, physical and financial resources, and efficiencies.
This job description sets out the main duties associated with the stated purpose of the post. The duties listed above are representative but not exhaustive and other duties appropriate to the post may be undertaken and should not be excluded simply because they are not itemised. The duties and responsibilities of this post may change from time to time and the post holder may be expected to undertake other duties of a similar level/nature, which are considered appropriate to the level of this post but not explicitly mentioned above, at the request of the Headteacher.
Similarly, the duties of this post could vary from time to time as a result of new legislation, changes in technology or policy changes. When necessary, appropriate training will be given to enable the post holder to undertake new/varied work.
The post-holder is required to respect the confidentiality of matters relating to students and other members of staff. The post holder must be aware of and comply with the requirements of the General Data Protection Regulation (GDPR) details of which will be made available.
Under the Health and Safety at Work Act 1974 all staff shall have a duty to assure reasonable care for the Health and Safety of themselves and others affected by their acts or omission at work and co-operate in meeting the requirements of the law.
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