
 

Executive Business Manager – £38,890 - £43,857 – Chatham, Kent 

The Role 

We are an ambitious organisation of 5 schools looking to recruit an Executive Business Manager to 

join our team.  

The successful candidate will provide high quality financial support to ensure that the designated 
Trust schools make best possible use of resources and are able to provide the best outcomes for 
pupils. You will maintain and monitor the efficient management of the academies’ budgets, along 
with maintaining an overview of personnel, premises, ICT and health and safety matters. 

Key Responsibilities: 

The key responsibilities of an Executive Business Manager include, but are not limited to: 

Financial Management: 

• Monitor and maintain up to date staffing budgets in the Trust’s budgeting software. 

• Prepare monthly management accounts for each designated academy for review by the 
Executive Business Director for consolidation at Trust level. 

• Assist the Executive Business Director in preparation of five-year budget plan for each of the 
designated academies using the Trust’s budgeting software.   

• Liaise regularly with budget holders as necessary to discuss budget spend. 

• Ensure the effective operation of financial controls within the designated schools and ensure 
they receive value for money for all expenditures. 

• Update a rolling 12-month cash flow forecast for each designated school, identifying any 
concerns, and ensuring they are raised to the Executive Business Director and the Financial 
Controller at the earliest opportunity. 

• Work closely with the Executive Business Director to manage and monitor internal recharges 
in respect of capital projects between the schools and the MAT, ensuring that costs are 
recharged on a regular basis. 

• Review creditors pay lists where appropriate authorisation has been received for payment 

from the delegated authority within each Academy for Executive Business Director approval 

before submission to Director of Finance for payment authorisation. 

• Review outstanding Purchase orders reports in PSF regularly and liaise with the school-based 

staff to resolve queries promptly and update the system in a timely manner. 

• Carry out a physical monthly reconciliation to PSF of petty cash held within designated schools. 

• Work with key finance staff and the support the audit requirements for each school, ensuring 

accurate and timely transactional financial information. 

• Be a first point of contact for designated schools for order processing queries and be proactive 

in resolving queries on the use of PS Financials. 

• As directed by the Executive Business Director, manage established procedures for compliance 

with statutory requirements such as Safeguarding Children and Young People, Data Protection 

and the Freedom of Information Act.  

• Work with the Finance Director, Executive Business Director, Financial Controller, and 
relevant staff in the designated schools as necessary to ensure Trust financial procedures are 
followed consistently and in line with the agreed financial practices. 



 

 
HR & Payroll 

• Maintain effective communication with the Head of People to ensure a co-ordinated approach in 

each school on HR and payroll matters.   

• Ensure all relevant parties (e.g. Finance Director, Executive Business Director, Deputy Finance 

Director and Head of People) are aware of changes to staffing so that relevant paperwork can be 

checked/updated as necessary.   

• Reconcile the payroll information monthly against budgeted costs and deal with any 
discrepancies through liaison with the Executive Business Director, Deputy Finance Director and 
Payroll manager as necessary. 

 

Leadership and Management 

• Contribute to the Trust’s culture and development by: 

o Ensuring that school-based staff are fulfilling their professional responsibilities in 

relation to seeking best value and inputting commitments in the system. 

o Liaison with the school-based staff to ensure finance procedures and updates are 

clearly communicated back where relevant. 

• Ensure an appropriate induction programme for new staff into finance is in place and provide 

excellent support for those members of staff who are new to a Trust environment. 

 

The Company 

The Beyond Schools Trust is a growing Multi-Academy Trust (MAT) based in Medway, which 
presently consists of three secondary schools, one primary and one junior school.  We have 
approximately 500 employees across the five sites. 

Our academies are based in a tight geographical area drawing students and employees from Kent 

and Medway in the Southeast of England. 

The Benefits 

• Competitive salary 

• Benenden Healthcare insurance 

• Free on-site parking 

• Optical care 

• LGPS Pension Scheme 

• CPD opportunities 

• Cycle to Work scheme 

The Person 

The key skills and qualities of an Executive Business Manager are: 

• Good working knowledge of spread sheet, and financial software packages  

• Experience (3 years +) working in Finance Management in an Educational environment 

• Able to work accurately and with attention to detail 

• Good communication skills, both written and oral 



 

• Good general education 

The Beyond Schools Trust is an equal opportunities employer – committed to safeguarding and 

promoting the welfare of all staff and students – any offer of appointment will be subject to 

satisfactory references and an enhanced DBS check will be required for all successful applicants. 

If you are keen on joining this exciting, forward-thinking company and taking the next step in your 

career, then please click the apply now button to find out more. 

 


