
 

Job description and person specification: Academies Accountant  

Khalsa Academies Trust Ltd 

 

Job details 

 

Job title: Academies Accountant 
 
Salary: £35,000-£40,000 pa dependant on experience 
 
Hours: 37.5 hours 8.00am-4.00pm 
 
Contract type: Fulltime, Permanent 
 
Reporting to: Director of Finance 
 
Role Based: Stoke Poges, South Bucks 

 

Main purpose 

The Academies Accountant is responsible for managing the centralised day to day finance and 
accounting function of the three schools within our faith led Multi Academy Trust under the 
supervision of the Finance Director. 

 

Duties and responsibilities 

Operational Expenditure & Cost Centre Reporting 

 

 Overseeing the raising & submission of Purchase Orders to Suppliers for Central Services. 
 Responsible for coding and input of PO and Non PO invoices into PS Financials Accounting 
system when needed. 
 Analyzing monthly Charge Card Statements, obtaining relevant spend details & support from 
card holders and recording transactions within accounting system. 
 Entering all direct debit, standing order, interest and non invoice type expenditures into 
accounting system on a monthly basis. 
 Reconciling Supplier Statements to accounting system to ensure that all invoices received, 
processed and paid in an efficient and timely manner. 
 Generating Monthly Cost Centre Detail reports from accounting system for distribution to 
Head teachers. 

 
 



Income & Cash Management 
 Analyzing Parentmail Cash Collection Statements and entering income details into 
Accounting system. 
 Recording and banking of cash and cheques when needed. 
 Preparing and regularly updating the monthly bank reconciliation control sheets for all of the 
Trusts bank accounts and ensuring all bank related transactions are fully recorded in the 
Accounting system. 
 Entering the monthly ESFA Income Funding Remittances into the Accounting system for 
each school within the Trust for whom funding received. 

 
Other Finance Responsibilities 
 
 Enter the Monthly Payroll Journals for all schools within the Accounting System. 
 Enter the Monthly Balance Sheet Control Account journals for PAYE, Pensions, Net Pay, 
etc. 
 Perform higher level analysis, benchmarking and ad hoc reviews to assist the Finance 
Director during the Budget, Forecast Updates and 3 Year Plan processes and reporting to 
the Finance, Audit & Risk Committee. 
 Assist the Finance Director for the monthly processing of payroll submissions and checking 
to the Payroll bureau. 
 Assist the Finance Director for the year end audit & internal audit preparation requirements. 

 
Responsibilities 

 Be committed to the safeguarding and promotion of the welfare of children and young 
people 
 Comply with the policies and procedures relating to child protection, health and safety, 
security, confidentiality and data protection, equal opportunities, reporting all concerns to an 
appropriate person 
 Take appropriate action to identify, evaluate and minimise any risks to health, safety and 
security in the school working environment 
 Contribute to the overall ethos/work/aims of the Trust 
 Establish constructive relationships and communication with all staff and other 
agencies/professionals. 

 
Please note that this list of duties is illustrative of the general nature and level of responsibility of 
the role.  It is not a comprehensive list of all tasks that the Trust Academies Accountant will 
carry out.  The postholder may be required to do other duties appropriate to the level of the role, 
as directed by the Director of Finance. 
 

 

 

 



Person specification 

CRITERIA QUALITIES 

Qualifications  Fully qualified accountant (ACA, ACCA, CIMA) 
 University degree 
 

Experience  Previous experience of working in the finance function of a 
school/multi academy trust is preferable including a good 
understanding of Academy funding and budget monitoring. 
 Knowledge and operational understanding of PS Financials 
would be beneficial for this role. 
 Operational experience of accounting entry, balance sheet 
controls and management reporting. 
 Ability to work using own initiative in a small team with 
minimal supervision. 

 

Skills and 
knowledge 

 Strong technical accounting skills and knowledge covering 
both Income Statement and Balance sheet aspects. 
 Excellent attention to detail 
 Excellent literacy/numeracy skills 
 Competent use of IT packages including word processing, 
computerised accounting systems and school MIS systems 
 Ability to plan, organise and prioritise based on monthly 
tasks. 

Personal qualities  Commitment to promoting the ethos and values of the 
Trust. 
 Commitment to acting with integrity, honesty, loyalty and 
fairness to safeguard the assets, financial probity and 
reputation of the Trust. 
 Strong interpersonal skills and ability to create a good 
working relationships at all levels in the Trust. 
 Commitment to maintaining confidentiality at all times 
 Commitment to safeguarding and equality 
 Embraces change well 
 Deals with difficult situations effectively 
 Has a positive outlook 

 
Notes: 
This job description may be amended at any time in consultation with the postholder.  
Last reviewed: September 2021 
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