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Head of Finance
APPLICATION PACK
Thank you for your interest in working at The Royal Belfast Academical Institution (RBAI). 
This application pack contains the information required to help you complete your application.  Please read all of the contents thoroughly so that you are fully aware of the requirements of the post.  Further information about the School can be found on our website: www.rbai.org.uk

THE SCHOOL
RBAI has over 1,000 pupils in its Secondary Department and approximately 150 pupils in the Preparatory Department.  About 175 new pupils enter the School every year from a diversity of backgrounds.  The School encourages excellence and participation in both academic and extra-curricular activities and ensures that every boy is supported pastorally so that he can fulfil his potential.  

THE POSITION
The Board of Governors is seeking to appoint a full-time permanent Head of Finance to provide general financial and administrative support to the Bursar. 

SALARY
The salary is £49,817-£53,051 per annum.


[bookmark: _Hlk225263541]APPLICATION
Please complete the attached Application Form and Monitoring Form ensuring you have supplied evidence of your qualifications, experience and skills relating to the criteria for the post. Please return completed forms by 12 noon on Tuesday 22 September 2026 to:
INFO@RBAI.BELFAST.NI.SCH.UK
MARKED PRIVATE AND CONFIDENTIAL FOR THE ATTENTION OF THE BURSAR

OR POST TO:
THE BURSAR 
R.B.A.I.
COLLEGE SQUARE EAST
BELFAST
BT1 6DL


PRE EMPLOYMENT VETTING

RBAI places paramount importance on the safeguarding and wellbeing of our pupils. Consequently, we undertake pre-employment vetting of all applicants who are successful in being selected for a position at the school. This vetting includes, but is not restricted, to an Enhanced Disclosure Check with AccessNI including a barred list check for certain posts, taking up of references and examination of past employment record. 

Posts involving work in the School are subject to the provisions of the Safeguarding Vulnerable Groups (Northern Ireland) Order 2007 (as amended by the Protection of Freedoms Act 2012). The successful applicant will require an Enhanced Disclosure Check and possibly a barred list check depending on the role.  Further details regarding this check will be issued as part of the pre-employment vetting process

Please note that a criminal record will not necessarily be a bar to an applicant obtaining a position and any Disclosure Information will not be used unfairly. Guidance on the recruitment of ex-offenders is available at: https://www.executiveoffice-ni.gov.uk/publications/employers-guidance-recruiting-people-conflict-related-convictions.

It is an offence for anyone to who is barred from working with children and vulnerable adults to apply for a role in Regulated Activity within the school. Further information may be obtained from AccessNI at: https://www.justice-ni.gov.uk/articles/disclosure-and-barring
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THE ROYAL BELFAST ACADEMICAL INSTITUTION

JOB DESCRIPTION


Title:			Head of Finance
Department:		Finance
Responsible to:	Bursar
Role:	General financial and administrative support to the Bursar with specific responsibility for the duties set out below

Main Duties & Responsibilities

Financial Management & Control

· Lead the operational delivery of the finance function, ensuring timely and accurate processing across all core areas: 
· payroll
· accounts payable
· accounts receivable
· procurement
· general ledger
· management reporting
· statutory reporting
· treasury management
· credit control
· cash handling
· VAT reporting and management
· operation of the Fees Bursary Scheme
· operation of the trips management procedure

· Ensure robust financial controls, segregation of duties, and compliance with internal financial policies and procedures. 


· Document and update the financial processes and maintain a financial manual.

· Prepare the Monthly Management Accounts for review by the Bursar
on a timely basis. 

· Maintain effective cashflow management, forecasting and liquidity oversight. 

· Provide financial oversight of procurement activity, ensuring expenditure is affordable, appropriately approved and aligned to budgets and delegated authority limits. 

· Contributing to the effective utilisation of RBAI resources and facilities, seeking value for money. 

Payroll 

· Process monthly payroll, including entering data onto the School’s payroll system and payment of salaries.

· Administer support staff annual leave.

· Administer starters/leavers.

· Assist the Bursar in the administration of Support Staff contracts.

· Complete and return the documentation - monthly, annual and other -  as required by the Department of Education and other statutory bodies, as directed by the Bursar:
· Monthly returns to HMRC
· Monthly Returns to Education Authority
· Monthly returns to Pension Companies
· Sundry Returns

· Administer the Access NI and Right to Work system, in line with guidance from the Department of Education.

· provide all employees with monthly payslips and an annual statement of earnings and deductions.

· Record sick leave, absences e.g. appointments etc. for all teaching and support staff.

· Maintain relevant personnel records for support staff and payroll records for all staff

Procurement
· Provide financial oversight of procurement activity, ensuring expenditure is affordable, appropriately approved and aligned to budgets and delegated authority limits. 

· Document and review procurement processes on a regular basis and ensure compliance with Department of Education/Education Authority guidance.

· Communicate procurement processes to all staff.

· Oversee compliance with the procurement process.


Statutory Reporting & Audit

· Lead the preparation of statutory annual report and financial statements in accordance with Charity SORP (FRS 102). 

· Act as the primary operational liaison with external and internal auditors, managing the year-end audit process and responding to audit queries in a timely manner. 

· Submit returns in accordance with the deadlines established by the Department of Education, Charities Commission for Northern Ireland and other statutory bodies.

· Support the Bursar in addressing technical accounting issues, escalating matters as appropriate. 





Budgeting, Forecasting & Planning 

· Co-ordinate the annual budgeting process and periodic forecasting cycles. 

· Co-ordinate and collate the annual budgets for the Academic Departments and Clubs & Societies within the School.

· Provide financial analysis and insight to support strategic and operational decision-making. 

· Monitor income and expenditure trends, identifying financial risks and opportunities. 

· Provide regular management accounting information to budget holders.


People Management 

· Lead, recruit, and develop the finance team, setting clear objectives and performance expectations. 

· Pro-actively manage the finance team through the planning, prioritisation, delegation and supervision of work, to ensure prompt and efficient provision of information and services 

· Foster a culture of accuracy, accountability, security and continuous improvement within the finance function. 

· Support professional development within the team. 

· Work collaboratively with colleagues across the organisation to drive efficiencies, improve financial understanding and capability. 


Administration

· Provide cover for general administration duties including response to telephone and personal enquiries, particularly during times of holiday.

· Assist with the management of the Bursar’s finance related appointments and telephone calls.

· Liaise with the Facilities Manager to administer the use of premises including drafting of contract documents.

General
· Maintain CPD to required professional standard.

· Attendance at Board or Committee meetings, as required.

· [bookmark: _Hlk239667059]Deputising for the Bursar on occasion, as directed. This may include out of hours attendance at meetings.

· Assisting the relevant staff with the management and maintenance of the school estate, buildings and grounds.

· Other duties as may be reasonably requested.

This job description will be reviewed regularly and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the School in relation to the post holder’s professional responsibilities and duties.




PERSONNEL SPECIFICATION

Eligibility Criteria 
To be measured at shortlisting, you must demonstrate on your application form precisely how you meet these criteria.
Qualifications/ Experience
· A fully qualified accountant with full membership of a CCAB recognised body / CIMA or equivalent.
· At least one year’s experience managing finance staff

Essential Criteria (to be measured at interview) 
Skills and Abilities
	· Good all-round accounts knowledge including recent experience of preparing management accounts and statutory accounts. 


	· Versatility to ‘flex’ between high-level strategic thinking and day-to-day operational tasks 


	· Ability to form relationships and communicate with staff, stakeholders, and the wider community at all levels. 


	· Having initiative and being self-motivated and diligent to accomplish tasks unsupervised. 


	· Excellent IT skills including experience of using accounting and payroll packages, online banking facility and Microsoft Excel at an advanced level. 


	· Having the ability to problem solve effectively through asking appropriate questions and acting accordingly. 


	· Highly skilled in numeracy and focused on working efficiently, with an emphasis on attention to detail and accuracy. 


	· Able to delegate appropriately as required. 


	· Excellent planning and organising skills, including the ability to work to deadline. 


	· Experience of dealing with confidential and sensitive information. 




Desirable Criteria (used for shortlisting only in the event of a large number of applicants) 
· Previous experience of working in an educational setting 
· Previous work experience of preparing accounts for a registered charity 
· Previous experience of enterprise resource planning tools
· Previous experience of using packages to handle online payments and receipts
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THE ROYAL BELFAST ACADEMICAL INSTITUTION


APPLICATION FOR EMPLOYMENT


APPLICANT’S NAME: ………………………………………………………………….





POSITION APPLIED FOR: HEAD OF FINANCE

	





PLEASE COMPLETE THE APPLICATION AND RETURN by 
12 noon on Tuesday 22 September 2026 to:
:

INFO@RBAI.BELFAST.NI.SCH.UK
MARKED PRIVATE AND CONFIDENTIAL FOR THE ATTENTION OF THE BURSAR


OR POST TO:
THE BURSAR 
R.B.A.I.
COLLEGE SQUARE EAST
BELFAST
BT1 6DL




PERSONAL INFORMATION

SURNAME:  ………………………………	FORENAME(S):  …………………………
Mr / Mrs / Miss / Ms / Dr / Other

ADDRESS:  …………………………………………………………………………………………………

…………………………………………………………………………………………………

POSTCODE:  ……………………………………….

TEL. HOME: ………………………………

MOBILE:………………………………………...

CONTACT EMAIL:  …………………………………………………………………



EDUCATION/QUALIFICATIONS

	GCSE/AS/
A’ LEVEL(S)
	SUBJECT(S)
	GRADE

	









	
	


Continue on separate sheet if necessary

	TECHNICAL CERTIFICATE
	LEVEL
	DATE

	







	
	





TRAINING
Please include any relevant training activities undertaken including short courses or in-house training by your employer.
	NAME OF INSTITUTION
	TITLE AND NATURE OF COURSE
	DATES

	











	
	


Continue on separate sheet if necessary

EMPLOYMENT RECORD



CURRENT EMPLOYMENT


EMPLOYER’S NAME AND ADDRESS:


JOB TITLE: 


DATE COMMENCED:				NOTICE REQUIRED: 

BASIC SALARY:

DUTIES: 





















PREVIOUS EMPLOYMENT


EMPLOYER’S NAME AND ADDRESS:



JOB TITLE: 

DATE COMMENCED:				      DATE LEFT:


DUTIES: 

















PREVIOUS EMPLOYMENT

EMPLOYER’S NAME AND ADDRESS:



JOB TITLE: 


DATE COMMENCED:				      DATE LEFT:


DUTIES: 






















Continue on separate sheet if necessary




FURTHER INFORMATION IN SUPPORT OF YOUR APPLICATION

Please include here information on how you consider your skills, knowledge and experience are relevant to this post and meet the criteria for the post set out in the Personnel specification on pages 5-6.

You may wish to include experience gained at work or in a voluntary capacity or any other interests you feel relevant to your application.





































































REFERENCES

Please give the name of two referees, at least one of whom should be able to comment on your work, preferably your current or most recent employer. Please indicate if you do not wish any of these referees contacted prior to interview

	NAME

	

	POSITION

	

	ORGANISATION

	

	ADDRESS




	

	TELEPHONE NO:

	

	CONTACT EMAIL

	

	
	

	
	

	
	

	NAME

	

	POSITION

	

	ORGANISATION

	

	ADDRESS




	

	TELEPHONE NO:

	

	CONTACT EMAIL

	








DECLARATION BY APPLICANT

(a)	I have read the information and all the questions on this form have been accurately answered to the best of my knowledge.

(b)	I am not suffering from any medical condition which would prevent me carrying out the duties of this post in a satisfactory manner.

(c)	I have not been barred by the Disclosure and Barring Service from working in Regulated Activity* 


Signature of Applicant	 _____________________________________  

Date	 			________________________




Closing date for return of application: 12 noon on Thursday 17 September 2026 




All information given by you on this form is held by the School in accordance with EU and UK data protection legislation. The information is used for the selection and appointment to the post you have applied for. Information relating to the successful applicant will be transferred to their School personnel file. Information for all unsuccessful applicants will be held for six months after completion of the selection process and then securely destroyed.
Our staff privacy notice detailing how we collect, use and store data may be found at www.rbai.org.uk.
* Regulated Activity is work that a person working in Northern Ireland must not do if the Disclosure and Barring Service (DBS) has “barred” them from working with children and adults.  It is an offence for a barred person to do such work or to apply to do such work. Further information can be found on the AccessNI website at: https://www.justice-ni.gov.uk/articles/disclosure-and-barring.



STATEMENT OF COMMUNITY BACKGROUND

	
MONITORING QUESTIONNAIRE 			                Private & Confidential


We are an Equal Opportunities Employer.  We do not discriminate on grounds of
religious belief or political opinion.  We practice equality of opportunity in employment and select the best person for the job.

To demonstrate our commitment to equality of opportunity in employment we need to monitor the community background of our applicants and employees, as required by the Fair Employment and Treatment (NI) Order 1998.

Regardless of whether we practice religion, most of us in Northern Ireland are seen as either Catholic or Protestant.  We are therefore asking you to indicate your community background by ticking the appropriate box below.

	My background is that of the Protestant community
	




	My background is that of the Roman Catholic community
	



	
	I am a member of neither the Protestant nor
	Roman Catholic community background	
	



	
	
	Please indicate whether you are:	Female
	




		Male
	



   	     
If you do not complete this questionnaire, we are encouraged to use the “residuary” method, which means that we can make a determination on the basis of personal information on file/application form.

Note: It is a criminal offence under the legislation for a person to “give false information in connection with the preparation of the monitoring return”.  This information will be treated in the strictest of confidence and protected from misuse.  It will be used solely for the purpose of monitoring our equal opportunity employment policy. 
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