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Dear Candidate 
 

We are delighted to extend a warm welcome to you as you apply for the position of the Trust 
Business Manager and Chief Financial Officer at Latchmere Academy Trust.  

 

As a forward-thinking organisation, we are committed to providing an outstanding education to all of 
our students and we are seeking dedicated individuals who share our passion for excellence. 

 

Made up of two primary schools, we are an ambitious primary Multi-Academy Trust (MAT) at the 
beginning of our journey, looking to appoint someone who shares our passion for excellence. This 
is a particularly exciting time to join our Trust, as the Business Manager will be instrumental in 
working with the Chief Executive Officer to drive growth, through robust financial management and 
oversight of operations. 

Latchmere Academy Trust Vision: Our friendly and inclusive family of flagship schools will 
inspire all our children and staff to fulfil their potential and embrace life-long learning. 

Children are at the centre of everything we do. We understand that learning is a life-long skill and 
developing a love of learning helps children achieve their potential throughout their education and 
beyond. Supporting our staff to continue their own development and share best practice across the 
Trust is a key commitment to ensure we stay at the forefront of teaching and learning. 

Each school within the Trust has an individual approach to serving their communities, underpinned 
by a shared vision. By working together, our schools provide the right support and inspiration to meet 
each child's needs - regardless of their starting points - allowing them to fulfil their potential 
academically, socially, and emotionally. 
 
Our MAT is a vibrant and diverse community of professionals who work together to provide an 
exceptional educational experience to our students. We are looking for individuals who share our 
vision. We believe that every member of our team has a critical role to play in shaping the future of 
our organisation, and we are committed to providing ongoing training and professional development 
opportunities to support our staff in achieving their full potential. 
 
Based in the leafy boroughs of Kingston and Richmond, the working environment is abundant with 
outdoor space in and outside our schools – there are great facilities all around you to enjoy during 
and after work. We are also supportive of opportunities for flexible working.  
 
We understand that the recruitment process is a two-way street, and we encourage you to use this 
opportunity to get to know us better. We are happy to answer any questions you may have about 
our organisation. We believe that an open and honest dialogue between candidates and potential 
employers is key to building strong and effective teams. 
 
Thank you for considering a position with Latchmere Academy Trust. We look forward to hearing 
from you soon and wish you all the best as you embark on this exciting new chapter of your career. 
 
Kind regards, 
Anna Steels 
Executive Headteacher and CEO 
Latchmere Academy Trust  
  

https://www.latchmereacademytrust.org/


 

 

 
 

Trust Business Manager / CFO 
 
 
How to apply for this position 
 
Thank you for your interest in the above position at Latchmere Academy Trust 
 
The job description and person specification for this post are outlined on the following pages, and our 
application form can be downloaded from our website, or Eteach. 
 
Please complete the application form in full, including in section 6 providing a personal statement 
supporting your suitability for this post.  Please note that we do not accept CVs. 
 

 Completed application forms should be returned via Eteach or by email to 
HR@latchmereacademytrust.org by 12.00 noon on Monday 17 April 2023. 

 
Interviews will be held during the week commencing 24 April 2023.  
 
The details of the interview arrangements will be forwarded to you by email as soon as possible after 
short listing. Please put an email address on your application. 
 
This post is based at Latchmere School in Kingston. You are most welcome to visit us prior to 
submitting your application.  If you would like to arrange a visit, please telephone the school or email 
as above to make an appointment.   
 
If you have any general queries, please contact me by email. 
 
May I wish you every success with your application. 
 
Kind regards 
 
Marianne Isbell 
HR Manager 
Latchmere Academy Trust 
HR@latchmereacademytrust.org  
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Latchmere Academy Trust 
 
JOB DESCRIPTION 
 

 
JOB TITLE: Trust Business Manager / Chief Financial Officer (CFO) 
 
Salary range:  £52,117 - £62,741 (April 2023) 

Grade J – L scale points 41 - 51 
Individual pay range and starting salary dependent on qualifications and experience 

The wide pay range accommodates increasing responsibility linked to Trust growth and development 
 

 
 

 
RELATIONSHIPS 
 
Responsible to:  
Chief Executive Officer (CEO) 
 
Responsible for: 
Trust central finance team and senior IT technician 
School premises and catering teams 
 
Important Internal Relationships: 
CEO and Trust senior leaders, including Heads of Schools, Trust HR manager 
Trust Board, via the Trustees’ Finance and Resources committee  
School administration teams, teaching and support staff 
Parent associations at Trust schools 
 
Important External Relationships: 
ESFA and DfE, Local Authorities,  
Other non-government funding bodies 
HMRC, Internal and external auditors, Service contractors 
 

 
 

 
MAIN PURPOSE OF JOB 
 
As a member of the Trust Senior Leadership Team and reporting directly to the CEO: 

• To have strategic and operational responsibility for the Trust’s finances, premises and facilities. 

• To fulfil the role of CFO, as described in the Academy Trust Handbook. 

• To provide strategic financial direction, information and advice for the CEO and Trustees. 

• To be responsible for the strategic oversight and day to day completion of all financial matters. 

• To oversee and manage the facilities and premises including Health & Safety, developing centralised 
systems and procedures and building capacity to support the Trust schools. 

• To lead and support the work of staff teams and ensure that the systems in place provide the Trust with 
efficient and effective service delivery and compliance with statutory requirements. 

• To promote the highest standards of business practice within the Trust. 
 
 

 
  



 

 

 
MAIN DUTIES AND RESPONSIBILITIES  
 

• Provide the CEO and Trust Board with the financial information that allows them to make informed 
financial management decisions. 

• Assist the CEO and School Leaders in strategic planning and school improvement. 

• Support the implementation of major site improvements.. 

• Lead on financial due diligence for any schools joining the Trust. 

• Support the on-boarding of new schools. 

• Ensure that the Trust has appropriate insurance in place.   
 
Finance 

• Provide leadership and management to the Trust’s central finance team, building capacity as required to 
support the Trust’s development plans. 

• Ensure the Trust’s financial management complies with current statutory regulations and the 
requirements of the Academy Trust Handbook. 

• Take responsibility for the financial management accounting system (FMS) as administrator, maintaining 
the ledger structure in an appropriate manner and updating the chart of accounts as required. 

• Develop and improve procedures and working practices in response to changing circumstances, 
organisational requirements and IT developments.  

• Provide financial guidance to Trust staff. 

• Ensure that robust and appropriate financial controls are in place and adhered to.  

• Advise the CEO and Trustees on effective value for money in contracts, leases and procurement using 
appropriate review and benchmarking processes. 

• Monitor and ensure that all relevant grants and other income are received. 

• Maintain a strategic financial plan indicating trends to inform budget setting and other organisational 
plans. 

• Work with the Trust HR Manager on costing of proposed staffing plans and employment decisions, 
assessing affordability and options, for inclusion in budget plans. 

• Manage and coordinate the annual budget setting process, planning and producing the annual and 3 
year budget for consideration and approval by the CEO and Trust Board. 

• Monitor income and expenditure against budget. 

• Prepare monthly budget monitoring and management accounts for the CEO and Trustees, identifying 
significant variances against budget with reasons and options. 

• Prepare monthly financial reports and commentary for school leaders and budget holders. 

• Prepare journals, accrual & prepayment schedules and control account reconciliations in support of the 
statutory accounts. 

• Manage the preparation of the trust’s annual statutory accounts and report.  

• Liaise with the Trust’s external auditors, and support the annual statutory and regularity audit process. 

• Ensure that the annual report and accounts, together with audit report are submitted to the DfE, uploaded 
to the Trust’s website and filed with Companies House by the prescribed deadlines. 

• Ensure timely completion and audit of the Academies Accounts Return online form and submission by 
the prescribed deadline. 

• Oversee the internal scrutiny audit programme, delivering the work personally for the majority of visits, 
and coordinating the input of other staff / trustees as required. 

• Complete all statutory returns and submissions to ESFA, HMRC and others in accordance with 
prescribed deadlines, including: BFR, LBCT, SRMSA, AAR, corporation tax return. 

• Manage the bank and credit card accounts, as administrator, ensuring monthly or more frequent 
reconciliations. 

• Ensure monthly review of the financial management system, and reconciliation of control accounts. 

• Draft and update financial policies and procedures and ensure formal review by trustees as required. 

• Oversee transaction input; having direct involvement in day to day financial processing to support 
segregation of duties: e.g. authorising transactions, and processing BACS payments. 

• Deal with the input of journals and more complex transactions. 

• Deal with the input of day to day transactions as required during school holidays (when other finance 
staff do not work). 

• Manage the Trust’s insurance arrangements, dealing with claims and administration. 



 

• Create and maintain accessible filing systems (paper / computerised). 

• Manage storage, archiving and secure destruction of financial records. 

• Liaise with colleagues in other academies, trusts, and networks for peer support and benchmarking. 

• Keep up to date with statutory requirements and good practice guidance. 
 
Premises and Health & Safety  

• Provide leadership and management to the Trust schools’ premises teams to ensure the safe 
maintenance of the Trust’s sites, buildings and grounds including all aspects of security.  

• Work with the premises managers to establish, monitor and review maintenance schedules and plans for 
premises upkeep and refurbishment, ensuring the school sites offer safe, secure and healthy 
environments, complying with Health & Safety and other appropriate legislation and guidelines.  

• Ensure appropriate procedures and checks are implemented (e.g. accident and near miss reporting, 
asbestos, legionella etc). 

• Provide regular premises and Health & Safety monitoring reports to the CEO and school leaders. 

• Oversee and monitor site cleaning, managing the performance of staff cleaners and liaising with third 
party contractors to ensure high standards of cleanliness and hygiene. 

• Working with the CEO, school leaders and premises managers to manage building projects and 
renovations liaising with architects, building contractors, retained project managers.  

• Manage the tendering process for the variety of premises contracted services. 

• Oversee the management and provision of all lettings of the Trust’s facilities. 

• Act as the Trust’s Health and Safety Co-ordinator undertaking all associated responsibilities. 

• Ensure effective fire and emergency systems, procedures and testing.  

• Oversee the procedures relating to accident reporting. 

• Ensure appropriate arrangements are in place for the security of the school sites. 
 
IT  

• Provide leadership and management in relation to the Trust’s IT resource needs, ensuring an efficient 
and responsive service and fit-for-purpose IT infrastructure, building capacity as required to support the 
Trust’s development plans. 

• Line management of the Senior IT Technician, and liaison with the external IT support consultant. 

• Liaise with the CEO, school leaders, IT staff and support providers, and other staff as appropriate on IT 
procurement. 

 
Catering 

• Provide leadership and management to the Trust’s in-house catering teams to ensure a high quality cost 
effective provision of meals that comply with healthy eating and other guidelines. 

 
General 

• Attend meetings of the Trustees’ Finance and Resources committee. 

• Attend meetings and Trust events as required. 

• Maintain up to date knowledge and undertake further professional development through reading, 
research, attending courses and conferences and other appropriate CPD activities. 

• Take part in the Trust’s annual cycle of performance appraisal.  

• Ensure all duties and responsibilities are carried out in accordance with the Trust’s safeguarding and 
equal opportunities policies. 

• The duties above are not exhaustive and the post holder may be required by the CEO to carry out other 
reasonable duties within the context of the job, skills and grade. 

 
 
 

 

 
  



 

 
Person Specification: Trust business manager / CFO 
 

 Essential Desirable 

Qualifications • Management or business degree and / or equivalent 
professional qualifications. 

• OR significant experience in the field and a 
commitment to work towards specific role related 
professional qualifications. 

• Financial accounting eg: 
CIMA, ACCA, CIPFA 

• School business management eg: 
CSBM, DSBM, ADSBM 

• Health & Safety eg: 
ISBL NEBOSH, IOSH 

Managing people 
/ relationships 

• Build and form good relationships with colleagues and 
other professionals. 

• Open and collaborative leadership style. 

• Leading, managing and motivating a team, delegating 
duties as required. 

 

Experience • Working at a senior management level. 

• Strategic financial planning, development of business 
plans and influencing decision-making. 

• Budget setting and management, financial accounting, 
procurement and fixed assets. 

• Managing change and implementing new systems / 
procedures. 

• Premises, facilities and / or Health & Safety 
management or able to demonstrate understanding of 
managing and organising a support function across an 
organisation. 

• Working at a senior management 
level in an educational setting. 

• Financial management within a 
school / academy setting. 

• Managing contracted services 

• Management of premises / 
facilities / Health & Safety within 
an educational setting. 

• Managing capital buildings 
projects. 

Knowledge  • ESFA financial requirements and the regulatory and 
funding framework affecting academies. 

• Principles and methods of financial control and 
reporting and their adaptation to various purposes, 
including the preparation of financial accounts. 

• Understand Local Authority funding streams for 
academies. 

• Understand educational enterprise issues. 

• Understand Health & Safety responsibilities, regulations 
and legislation. 

• Safeguarding and child protection policies and 
procedures. 

• Good working knowledge of Health 
& Safety legislation and procedures 
as they relate to schools. 

Skills • Able to think strategically, analyse financial information 
and complex issues.  

• Excellent interpersonal and influencing skills. 

• Excellent verbal and written communication skills. 

• Strong organisational skills and high level of initiative. 

• Accuracy and attention to detail. 

 

Technology / IT  • Proficient use of finance and accounting software, 
word-processing, spreadsheets, databases.  

• Competence in use of SIMS and 
FMS. 

Personal qualities 
/ abilities 

• Personal and professional integrity and good judgment 
skills. 

• Effective time management and ability to work 
effectively under pressure to meet deadlines. 

• Able to work flexibly, adopt a hands-on approach and 
respond positively to unplanned situations. 

 

 


