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MAT Finance and HR Officer
Job Description

Grade: 3 
Flexible hours (30 hrs a week) 

TTO + 1 week 

1. Job Purpose
1.1 The provision of full support to the Chief Finance Officer (CFO) and Trust HR Lead to ensure the effective management and administration of the Trust with specific responsibility for assisting with financial management and HR administration. 
2. Finance 

2.1
To raise all MAT purchase orders/invoices and post all staff expenses and purchase card transactions across the MAT.
2.2
To add all new suppliers to PS Financials with the correct and relevant information, following the appropriate GDPR guidance.
2.3
To raise and monitor all sales invoices and post all income/receipts across the MAT at the same time as overseeing credit control procedures.
2.4
To ensure the prompt and accurate completion of the monthly VAT returns.
2.5
To liaise with Office Managers and suppliers in order to ensure correct purchase ledger balances and a consistent approach to cost centre and nominal ledger postings.
2.6
To check and complete weekly payment runs encompassing all payments due, ensuring the processes for prompt and controlled payment of invoices are robust and adhere to the MAT’s Financial Regulations Manual.
2.7
To ensure consistency and proper use of cost centres and ledger codes across the whole MAT for both budgeting and expenditure purposes, including monitoring of potential under/overspends.
2.8
To assist with the operation and maintenance of the PS Financials computerised accounts system.
2.9
To take responsibility for the fixed asset system ensuring assets are correctly recorded and are accurate in the accounts.
2.10
Completion of monthly bank reconciliations across the MAT.
3. Human Resources (HR)
3.1
To assist in the management of HR processes and functions for all staff within the MAT.  This includes, but is not restricted to the following: 
3.2
To compile termly reports (using the HR portal Access (HCSS) to report on sickness absence and other HR metrics.
3.3
To maintain and update training records including mandatory safeguarding training and other CPD.
3.4
To support with safer recruitment processes for new staff, agency staff and students including:
3.4.1
Posting adverts and monitoring deadlines.
3.4.2
Responding to queries if possible or redirecting to the HR Lead.
3.4.3
Sourcing references and organisation of interview days.
3.4.4
Carrying out all relevant pre-employment checks e.g. medical checks, DBS Sourcing reference checks, right to work checks, s.128 checks (where appropriate) and discussing any concerns with HR Team Leader.
3.4.5
Ensuring all new starter paperwork is in place and setting up new starters on the HR portal.
3.4.6
Ensuring new starter information is disseminated to office managers in order to add them to the SCR.
3.4.7
To ensure all new staff receive relevant documents, training and induction.
3.5
To assist with the administration of personnel procedures and records on paper and on the HR portal. This includes ensuring contractual changes are logged on the HR portal, news starters, leavers etc.
3.6
To keep a bank of all MAT policies and inform the HR Lead when they are due for review.
3.7
To support the HR Lead with the implementation of any HR strategies.
3.8
To support the HR Lead with the annual performance management cycle.
3.9
To assist the HR Lead with the management of university students across the Trust.
4. Payroll

4.1
To submit monthly payroll submissions to the payroll provider ensuring appropriate authorisation.
4.2
To act as a point of contact for all payroll/contract queries for new and existing staff, escalating to the HR Lead as appropriate.
5. General
5.1
To assist delegated responsibility for GDPR compliance.
5.2
To plan own work to ensure the meeting of defined objectives.
5.3
Individuals have a responsibility for promoting and safeguarding the welfare of children and young people he/she is responsible for or comes into contact with.

5.4
To ensure all tasks are carried out with due regard to Health and Safety.
5.5
To undertake appropriate professional development including adhering to the principle of performance management. 

5.6
Any other duties as commensurate within the grade in order to ensure the smooth running of the school.
5.7
To assist in the merging of new schools into the MAT’s procedures.
Person Specification

Method of Assessment (MOA)
	AF
Application Form
	C
Certificate
	I
Interview
	T
Test or Exercise
	P
Presentation


	Criteria
	Essential (E) and Desirable (D)
	MOA

	Education/

Qualifications

NB:  Full regard must be paid to overseas qualifications.
	Certificate of School Business Management (CMBS) or equivalent (D)
AAT (D)

CIPD qualified (D)
	AF/C
AF/C

AF/C



	Experience

Relevant work and other experience
	Financial management experience in an educational setting (E)
Administrative experience in an educational setting including HR functions (E)
Experience of using data input systems (E)
Experience of using purchasing systems (E)
Experience of child protection procedures and commitment to safeguarding pupils (E)
Experience of using PS Financials
Experience of using HCSS HR Portal (D)

Payroll experience (D)
	AF/I/T
AF/I

AF/I

AF/I

AF/I

AF/I
AF/I
AF/I

	Skills & Ability

e.g. written communication skills, dealing with the public etc.
	Effective use of ICT (E) 
The ability and motivation to constantly improve own practice and knowledge through self-evaluation and learning from others (E)
The ability to support colleagues (E)
To be loyal and committed to the Trust (E)
An ability to establish and develop positive relationships throughout the Trust (E)

	AF/I

AF/I

AF/I

AF/I

AF/I



	Training
	
	

	Other
	
	


All staff are expected to understand and be committed to Equal Opportunities in employment and service delivery.


