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    Multi  academy trust
                                 JOB DESCRIPTION
	Role Title: MAT Business Manager


	Main Purpose of Role: 
The overall purpose of this post is to provide advice to the MAT Boards’ directors and leadership in all financial and business operational matters at the two Diocesan Multi Academy Trusts.


	Responsible to:
The Chief Executive Officers of the two MATs The post holder will be employed by SNMAT and will be seconded 0.5 to LAAT. 


	Working Relationships (both internal and external): 

Internally: 

Directors of LAAT and SNMAT, MAT central staff,  MAT Academy Principals, Business Managers and Chairs of Governors at MAT academies. Other Diocesan staff.

Externally: 

DfE/EFA, Local Authority staff, external auditors, internal audit, payroll and other external advisers, suppliers and contractors.


	Principal Responsibilities : 

The MAT Business Manager will be the Principal Finance Officer (PFO) for the MATs and as such support the CEOs in performing their roles as Accounting Officer  ensuring that the MATs operate good financial governance in line with the requirements of the Academies Financial Handbook manual. 

The post holder will have lead responsibility in the following areas:
· Finance

· Procurement

· Business Development

· Human resources

· Legal issues

· Estates management

· Health & safety

· IT and information management

· Company secretary

Although the Business Manager will lead in all these areas they will be supported by a range of professional advisers and service providers and staff at the academies to enable them to carry out these duties and advise the Boards on these matters.

	Principal Tasks: 

Finance
· As Principal Finance Officer be the main point of contact on finance matters with the EFA and provider of financial and commercial advice to the Boards
· Ensure that good financial governance operates in line with the requirements of the academies finance manual – in particular regularity, propriety and the achievement of good value for money
· Overall responsibility for accounting policies, financial regulations and ensuring that financial systems operate with sound financial controls

· With support from professional advisers, co-ordination and completion of annual report and accounts for each MAT in accordance with EFA guidance 
· Development of MAT long term financial plans to ensure financial viability
· Leadership and co-ordination of the annual budget setting processes working with the MAT’s management accounting providers
· Monitoring the financial performance of the Academies within each MAT

· Working with the Academies to ensure that plans and actions are agreed where significant variations from financial plans and budgets arise 

· Using information provided by the MAT’s management accounting providers produce regular reports to the Boards of the consolidated financial position for each MAT

· Report to the Boards on cash flow and agree suitable treasury management/investment approaches 

· Liaison with external and auditors to ensure that agreed audit recommendations are implemented

· Ensuring that the MATs have adequate and effective insurance policies in place and that claims are being dealt with in a timely manner
· Management of the MAT’s payroll provider contract

Procurement

· Working with the MAT academy Business Managers/Bursars to achieve better value for money by rationalizing and procuring goods and services for all academies in the MATs
HR & Legal
· To be the principal provider of advice to the MAT Boards on HR and legal issues

· Lead in the development of HR strategy and all MAT employee related policies

· Procure and manage the HR and legal advisory service contracts for the MATs to ensure that directors, CEOs and Academy Principals/Head Teachers have access to appropriate professional advice on Human Resources and legal issues.

Business Development
· Development with the CEOs and Directors  business plans for the growth of the MATs
· Promotion of the benefits of joining the MAT to other CofE schools

· Working with project managers and legal advisers to add new schools to the MATs
Estates Management
· To be the principal provider of advice to the MAT Boards on estates and property issues

· Ensure that there is a strategic programme of maintenance and improvements to each of the academies’ premises.
· Ensure that all MAT academies have access to expert property management advice to enable premises to be safe and fit for purpose for the effective delivery of education
· Ensure that arrangements are in place for the maintenance, servicing, testing and inspection of site equipment, plant and vehicles.

Health & Safety
· To be the principal provider of advice to the MAT Boards on health and safety issues

· To develop and maintain the MATs Health and Safety Policy

· Ensure that staff get the necessary access to advice, guidance and training on Health and Safety issues
· Ensure that effective procedures operate in the MATs for reporting of accidents and near misses; and

· Ensure that monitoring procedures are in place to assure the Boards that the Health and Safety policy and procedures are up to date and being followed.

IT
· To lead in the development of the IT strategy in support of the education and operational needs of the MATs 

· To procure and manage contracts for the provision of IT infrastructure, systems and licences

· To act as the MAT’s lead for Data Protection and Freedom of Information issues
Other

· Supporting the Board in the systematic review of risks by development and maintenance of MAT risk registers and ensuring academies have business continuity plans in place
· Ensure that MAT wide licenses and registrations are maintained
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. 

The job description will be reviewed annually to ensure that it relates to the role as being performed and to incorporate whatever reasonable changes that have occurred over time or are being proposed. This review will be carried out in consultation with the post-holder before any changes are implemented. The post-holder is expected to participate fully in such discussions and implementation.



	Relevant Qualifications and Experience required: 
Membership of Association of Accounting Technicians is the minimum qualification requirement although a CCAB accountancy qualification is desirable. 

The candidate must be able to demonstrate experience of working in business and financial  management  in a relatively complex organization ideally in the education sector.



