
 

 
JOB DESCRIPTION  
 

 
JOB TITLE 
 
GRADE 

 
Regional Finance Officer 
 
SCP 12-17 (£21,589-£23,836) pro rata (£19,873-£21,942) 
 
Full time, term time + 3 weeks 
 

  
E-ACT is committed to safeguarding and promoting the welfare of its students 
and expects all employees and volunteers to share in this commitment. 
 

PURPOSE OF JOB 
To provide administrative support for financial operations across the Region to meet financial 
performance targets and ensure long term financial stability. 
 

Line managed by: Regional Finance Compliance Manager 
 
Line managing: N/A 
 

KEY RESPONSIBILITIES 
 

 Assist with the effective management of financial administration procedures and systems 
 

MAIN ACTIVITIES 
 Assist with the monthly preparation of management accounts and reports through the E-ACT 

accountancy system ensuring that corporate timetables are adhered to. 

 Assist with the preparation and completion of year end management accounts and reports 
through the E-ACT accountancy system ensuring that corporate timetables are adhered to. 

 Assist with reconciliation of credit card  

 Assist with cash collection, counting, checking and banking and complete monthly bank 
reconciliations 

 Assist in production of purchase and sales invoices are and support in processing and payment 
via production of BACS paylist 

 Assist in processing of staff expense claims ensuring VAT is accounted for correctly 

 Assist in processing journals as and when required 

 Assist in reconciliation of supplier statements 

 Attend regional and national finance/procurement meetings and training sessions as and when 
required 

 Maintain appropriate financial records (Paper & Electronic) 
 
 

Additional duties 
 

 Comply with and assist with the development of policies and procedures relating to child 
protection, Health & Safety and security, confidentiality and data protection, reporting all 
concerns to an appropriate person 

 Be aware of and support difference and ensure equal opportunities for all 

 Contribute to the overall ethos/work/aims of the Academy 

 Develop constructive relationships and communicate with other agencies/professionals 



 

 Participate in training and other learning activities and performance development as 
required 

 Recognise own strengths and areas of expertise and use these to advise and support others 

 To undertake any other duties appropriate to the grade of the post as requested by the 
Regional Operations Director. 

 
 

Special Conditions 
 
Requirement to work across regional locations 

 
 

 
 

PERSON SPECIFICATION 

 Essential / 
Desirable 

Educational Qualifications 
1. 5 GCSE’s including English and Maths 
2. Level 2 or above in accountancy/finance or other relevant discipline or 

willing to work towards 
 

 
E 
D 

Experience 
3. Experience of working with financial procedures and controls 
4. Experience of budget setting and budgetary control 
5. Experience of working with financial accounting packages 
6. Experience of month end and year end procedures and processes 
7. Experience of working in a school environment 
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Knowledge 
8. Knowledge of relevant financial policies and legislation 

 

 
D 

Skills 
9. Ability to work effectively within a team environment 
10. Ability to use spreadsheets and word processing packages 
11. Ability to use finance software packages 
12. Ability to build and maintain effective working relationships with pupils 

and colleagues 
13. Ability to promote a positive ethos and attributes 
14. Ability to develop and extend working practices 
15. Ability to deal with a wide range of people using multiple forms of 

communication 
16. Ability to self evaluate learning needs and actively seek learning 

opportunities 
17. Ability to use ICT and other specialist equipment and resources 
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Personal qualities 
18. Excellent communicator 
19. Proactive and positive outlook 
 

 



 

Equal opportunities 
20. To be sensitive to any matters relating to discrimination and take 

positive steps to ensure that equality of opportunity is provided to all.  

 

 
 

 


