[image: image1.jpg]LICENSED
TRADE
CHARITY




[image: image1.jpg]

Job Title

-
Management Accountant
Reporting to

-
Financial Controller
Hours & Location 
-
Full time, based in Ascot with some travel to Hassocks and Oxford
JOB DESCRIPTION

Role Purpose

This is an important role within our Management Accounts team which provides monthly management accounts for our two specialist  schools, LVS Hassocks and LVS Oxford, as well as management accounting support on the Licensed Trade Charity (LTC) itself. 

Key Responsibilities

1. Schools’ accounting
Preparation of monthly management accounts for the two SEN schools.

Provide management accounting support to the Heads of both schools and their teams, including preparation of the annual budget and twice-yearly reforecasts.

Liaise with the school administration team to prepare and issue all half-termly bills for both SEN Schools, liaising with local authorities and parents to collect payment.
Maintain cashbooks on a daily basis, updating the receipt of school fees and all payments, before reconciling the bank accounts on a weekly basis.

Maintain the petty cashbooks for both SEN schools.

2. Other responsibilities
Maintain cashbooks on a daily basis, updating the receipt of donations, investment dividends and all other income and payments, before reconciling the bank accounts on a weekly basis.

Assist the Financial Controller with posting journals and preparation of analysis on the Charity’s activities.
Maintain the Fixed Asset Register for the organisation, adding and disposing of assets when required, reconciling to the general ledger and reviewing monthly depreciation journal.
Support the Financial Controller and Director of Finance as required with the implementation of the new iFinance system, planned go-live 1 January 2022.

3. Provide cover for the Financial Controller and assist with any accounting or clerical duties as required.
PERSON SPECIFICATION 
1. Skills, Knowledge and Competencies

Required – 

· Part-qualified or qualified accountant (ACA / ACCA / CIMA)
· Customer focused and approachable

· Excellent communication skills, verbal and written

· Able to prepare clear, concise, accurate and timely reports 

· Proficient in the use of Microsoft Office packages, and specifically Excel spreadsheets and databases

Desirable – 

· Experience of using WCBS/PASS and iFinance accounting systems

· Experience of working in a charity/third sector organisation or an independent school

2. Personal Qualities

Required – 

· Attention to detail and accuracy
· Ability to work flexibly, as part of a team

· Team player,  who can demonstrate a ‘hands on’ approach
· Willing to learn and adapt to new tasks and challenges

· Confidence and ability to deal with people at all levels

· Organised, efficient and proactive

· Ability to work calmly under pressure and to strict deadlines

· Ability to use own initiative and resolve problems, but also accept instruction

· Well-presented and confident
· Integrity and trust worthy
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