Job Profile 
Principal Accounting Advisor and Trainer (Career Progression Role)
	
Grade:	7//8 Career Stream									Date created: September 2018	
	

	
About the Job
The aim is to reach the position of a Principal Accounting Advisor and Trainer  (Grade 8) within 12 to 24 months of appointment. The initial 12 to 24 month period will  be working at a Grade 7 level,  in order to become fully competent with this whole role before progressing.

Support the development of financial management expertise within the school environment to enable informed decision making.

Provide financial management/procedures training/ support/ information and advice, as necessary, for Head Teachers, School Governors and Business Managers and Finance Administrators on all aspects of school budgets.

Keep up to date with relevant local and national education policies.

Evaluate the impact of new and changing legislation on Governing Bodies and the schools they manage.

To contribute to the management and success of GCC’s Traded Services and to carry out other duties and responsibilities, which may be required by the AFO Team Management or Head of Traded Services.

This job involves travelling to various schools and academies to delivery on site support, a full driving licence and use of a car is essential.


This is what is required at the Grade 7

	· Support the production of Schools/Academies budgets, closure of accounts, and/or financial systems, in accordance with corporate and government policy and standards
· Assist in ensuring that sound financial planning, effective allocation/use of resources and budgetary control systems are in place and comply with corporate policy and standards
· Support the preparation of financial information for inclusion in Outturn Reports, and other School/Academy returns.
· Maintain the accuracy of budgets on the schools/academy financial systems
· Support the Principal Accounting Advisors & Trainers (PAA) in providing services to a range of allocated schools.
· Maintain and apply knowledge of current government guidelines and DFE regulations for school finance procedures.
· Understand the impact of new and changing relevant financial legislation on Governing Bodies and give advice on implementation.
· Liaise with colleagues and other GCC Departments to ensure current and ongoing government and local priorities are followed through to a positive conclusion.
· Work with managers from across the council on financial matters providing financial management expertise to assist those schools experiencing difficulties.



	· Build relationships with Head Teachers, School Administrators, Business Managers and School Governors to be able to identify and assess individual performance and competence and so address ongoing training needs.
· To contribute to the management and success of individual school’s finance and to carry out other duties and responsibilities which may be required by the school’s/ academies, which may include:
· On the job training and support to new finance staff
· Completing / assisting on school/academy reconciliations and other finance tasks including invoice payments and budget management
· Longer Term finance support to particular schools purchasing the service – cover all aspects of the finance day to day jobs, under the guidance of a PAA and Head teacher
· Supply adhoc finance support in particular schools – cover all aspects of the finance day to day jobs, under the guidance of PAA and Head teacher
· Provide cover on the daily telephone helpline, where assistance is given regarding the SIMS FMS package
· Be responsible for all aspects of data security in compliance with current Data Protection legislation.

	In conjunction with current PAA’s
· Create, develop and update detailed training materials, support notes and information packs relating to schools finances in accordance with County Council Financial Regulations and procedures
· Gain an in-depth knowledge of finance systems and processes used in schools in order to create and deliver training courses and presentations to new and existing school  staff, enabling delegates to be confident and effective. 
· During training courses, to develop perception and judgement skills in order to identify trainees understanding and learning styles.
· Identify other training needs through evaluation and assessment of user feedback and staff liaison.
· Provide mentoring and support relating to finance issues for Head Teachers and school finance staff.
· Attend meetings of school governors as required 
· Provide financial advice and assistance with the preparation of statutory financial returns for individual schools as required by the DFE or the LA.





	· Additional tasks you may be asked to perform:
· Liaising with the rest of the team regarding all training requests and ensuring the clerical assistant meets all the needs of the trainers in terms of training packs
· Charging schools for additional services, including training
· Other routine functions including completion and monitoring of visit sheets, minute taking regular team meetings Provides general administrative support to the Accountants (SAFOs) 









The additional duties we need you to do at Grade 8
	· To provide support and advice to Head Teachers, School Administrators, Business Managers and School Governors via onsite school visits and through a dedicated helpline on procedures including but not limited to:
· The implementation of effective budget management through sound financial planning, efficient allocation and use of resources, through advice, guidance and practical assistance. 
· Setting and monitoring of budgets in line with government priorities, School Improvement Plan and ensure compliance with corporate policy and standards. 
· Contribute to medium term planning/forecasts in schools by preparing detailed financial strategies, enabling Head Teachers and Governors to make informed decisions as required.  
· Preparing, updating and monitoring of salary projections as required.
· Deal with queries on finance issues and any aspect of financial management; provide meaningful information to the Head and Governors in a professional and timely manner
· Provide support and advice on County Council financial regulations and procedures which assure best value principles.
· Provide mentoring and support relating to finance issues for Head Teachers and school finance staff.
· Use perception, judgement and skill to identify delegate understanding during training courses, adapting training delivery to match the learning style of the individual and to take appropriate action if the delegates are not achieving anticipated level of competence.
· Identify other training needs through evaluation and assessment of user feedback and staff liaison
· Create and deliver training courses to schools, own team and other GCC departments as necessary, on all aspects of schools’ finance and budget monitoring.
· Build relationships with Head Teachers, School Administrators, Business Managers and School Governors to be able to identify and assess individual performance and competence and so address ongoing training needs.
· Ensure trainees understand the need/requirement for accurate information recording and how data is used to produce management information and statutory returns.
· Evaluate the impact of new and changing legislation on Governing Bodies and incorporate into training material.
· Provide support and information to Head Teachers and Governors on recruitment of finance staff, participating with short-listing and interviewing if required.
· Contribute to the development and implementation of new finance systems and software in schools and advise on good practice.

	· Maintain and apply knowledge of current government guidelines and DFE regulations for school finance procedures.
· Evaluate the impact of new and changing relevant financial legislation on Governing Bodies and give advice on implementation.
· Liaise with colleagues and other GCC Departments to ensure current and ongoing government and local priorities are followed through to a positive conclusion.
· Work with managers from across the council on financial matters providing financial management expertise to assist those schools experiencing difficulties.
· Create and deliver training courses  to schools, own team and other GCC departments as necessary, on all aspects of schools’ finance, incorporating up to date school regulations, best practices  and monitoring procedures.
· Create, develop and update detailed training materials, support notes and information packs relating to schools finances in accordance with County Council Financial Regulations and procedures.
· Apply your in-depth knowledge of finance systems and processes used in schools in order to create and deliver  training courses and presentations either at schools sites or centrally,  to new and existing school  staff enabling delegates to be confident and effective. 

· Bring to the attention of senior staff any schools causing concern, and offer potential / innovative solutions to redress these
· Attend meetings of school governors as required 
· Provide a telephone help-line in line with the agreed AFO team SLA’s.
· Be responsible for all aspects of data security in compliance with current Data Protection legislation.
· Provide financial advice and assistance with the preparation of statutory financial returns for individual schools as required by the DFE or the LA.
· Meet and discuss visit requirements with the designated Finance Support Officers who provide support to your group of schools
· The job description sets out the main duties and responsibilities of the post at the date when it was drawn up. These duties and responsibilities will vary from time to time to reflect the changing needs of the organisation, without changing the general character of the post. Such variations are a common occurrence and appropriate training will be provided as necessary, without requiring a modification to the job description or a re-evaluation of the grade.





Monitoring and ongoing development of outcomes
As part of the annual appraisal, outcome based targets will be developed in conjunction with the post holder and will supplement this job profile.  The job profile will be subject to regular review and the council reserves its right to amend or add to the accountabilities listed above.
	
The ideal candidate will have 
Experience Grade 7
· Experience of a customer focused environment
· Some relevant experience of financial issues
· Using computerised financial systems and spreadsheets
· Knowledge of school finance
· Some knowledge of schools accounting systems (Capita FMS  package)


Knowledge, Skills and Understanding Grade 7

· Good written / oral communication skills
· Accounting and budgeting 
· Ability to explain financial information
· Ability to communicate and discuss financial issues
· Manage own workload and meeting deadlines
· To be able to resolve queries to a satisfactory conclusion 
· Managing competing priorities
· Presenting results clearly and concisely 



Education & Qualifications

Essential Grade 7
· Working knowledge of FMS and SIMS package
· Part-AAT qualification (or equivalent) and actively pursuing full qualification. Full qualification is required within 12 to 24 months.
· Demonstrates commitment to training or CPD
· Experience in the use of Microsoft Office packages



Essential Grade 8
· Advanced knowledge of FMS and SIMS package
· Fully AAT qualification (or equivalent) 

Desirable at all Grades
· [bookmark: _GoBack]Full-AAT qualification
· Working knowledge of PSFinancials package
	

Additional Experience Grade 8
· Relevant experience of complex financial issues
· Production of final accounts and budgets
· Using computerised financial systems and spreadsheets to an advanced standard
· Comprehensive knowledge of schools accounting systems 


Knowledge, Skills and Understanding Grade 8
· Thorough knowledge of accounting principles
· Excellent written / oral communication skills
· Ability to critically evaluate and explain financial information
· Ability to communicate, discuss and negotiate with managers on matters of a financial nature 
· Ability to think strategically and to see the bigger picture. 
· High level of self-motivation and ability to motivate staff




Behavioural attributes
· Demonstrates Gloucestershire Employee Behaviours.
· Self-aware
· Always open to learning
· Leads by example
· Builds on organisational and individual strengths
· Resilient 
· Consistently demonstrates proactive behaviour in improving practice

Special Conditions

· Current driving licence and access to a car during all working hours which is suitable for business travel
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