
 

 

 

JOB DESCRIPTION 
 

JOB TITLE   Finance Officer 

 
ACCOUNTABLE TO Headmistress  

 

REPORTING TO  Bursar 

 

CONTRACT Permanent  

 

HOURS OF WORK   30 hours per week, Monday to Friday (term time only + 20 days)  

 

REMUNERATION  £21,442 to £24,457 (FTE) per annum, dependent upon  

    qualifications and experience.  
 

PENSION Enrolment into the pension scheme (option to opt out if 

preferred) 
 

 

Lady Barn House School is committed to safeguarding and promoting the welfare 

of children and young people and expect all staff and volunteers to share this 

commitment.   

 

Applicants are required to undergo child protection screening appropriate to the 

post, including checks with past employers and the Disclosure and Barring Service 

(DBS).  The post is exempt from the Rehabilitation of Offenders Act 1974 and the 

school is permitted to ask shortlisted candidates to declare all cautions and 

convictions prior to interview. 

 

Please see the School’s Safer Recruitment Policy for further information. 

 
The role of the Finance Officer is to assist the Finance Team in providing effective and efficient financial 
management and control to ensure the provision of a high quality Finance service.  The post holder will 
work as a business partner to staff through the school, as such the role is varied, widespread and 
demands a large degree of flexibility on the part of the post holder. 
 
The post holder should have effective time management and organisational skills, an accountancy 
qualification and strong IT skills.  Responsibilities will include financial management and administration.   
 
Prior experience of working in a school is not a pre-requisite but a tangible interest in, and empathy for, 
independent education is important. 

 
Members of the School’s administration team have specific safeguarding responsibilities so the post-
holder will need to take ownership of these alongside presenting a professional and welcoming image of 
the School. 

 
Attendance at some key school events, including out of hours, will be required.  Flexible working hours, 

overtime or time in lieu will be offered for out of hours events. 

 

 JOB DESCRIPTION 



 
Full training on school procedures and operating systems will be provided. 

 
MAIN RESPONSIBILITIES 

 

• To carry out day to day financial processes in line with the school policy, which include, but 

are not limited to, the following; 

 

➢ Generation of purchase orders 

➢ Processing of purchase invoices 

➢ Generation of sales invoices 

➢ Processing of journals 

➢ Preparation of BACS pay runs 

 

• To process orders on the school finance system, in accordance with financial regulations and 

school policies, by raising purchase orders and requisitions, distributing to suppliers, ensuring 

appropriate authorisation, dealing with goods received and following up outstanding orders. 

• To investigate and resolve supplier invoices under query arranging returns and ensuring that 

refunds or credit notes are received. 

• To establish and maintain strong working with suppliers as rquired. 

• To check supplier statements an reconcile these with the school’s finance system. 

• To receive, record and bank cash and cheques received both from internal and external 

sources. 

• To assist the school with the financial management of school trips, liaising with external trip 

providers and making relevant bookings as required by the trip leader. 

• To manage the petty cash account, recording and issuing payments in accordance with the 

school’s financial policy. 

• To assist with bank reconciliations, ensuring accuracy and completeness of the financial 

records. 

• To process all bank transactions as required 

• Administer new pupil deposits and registration fees, liaising with the Admissions Manager 

• To assist in the production of month end and year end accounts and annual budgets. 

• To offer support to budget holders for day to day queries and advice on budgets, to prepare 

reports from the financial system as required. 

• To deal with enquiries relating to invoices and orders.  Including the processing of school 

invoices and ensuring paperwork is returned from budget holders in order to allow their 

prompt payment. 

• To support the school to ensure that best value is achieved from purchases; value for money 

meaning achieving what is required in the correct quantity, quality, time and best price. 

• To adapt a whole school approach in order to ensure the provision of a high quality Finance 

service by providing a high quality, customer focussed service which upholds and supports the 

school’s policies and procedures. 

• To be the school liaison for the school milk provider.  Ensuring that parents receive relevant 

communication regarding registering with the school milk provider.  To ensure that form 

teachers receive regular updates of those children who should receive daily milk. 

• To provide assist in the administration of holiday club and before and after school care staff 

hours to ensure accurate payment. 

• Post childcare after school care and holiday club vouchers to the relevant computerised 

systems when payments are received into the bank.  

• Administer and support the FEEE, Early Years funding 

• Assist with the annual year end audit process as required, including accruals and pre-payments, 

scanning invoices, supplier statements 

 
The above list of duties is not intended to be an exhaustive description of the duties required; the 
Assistant Bursar, or any other person on the Senior Leadership Team, may also reasonably direct that 
other duties are carried out. What is expected is a high degree of common sense, organisational ability 
and a capacity to plan well ahead. 



 
 

Administration 
 
• To assist with the effective administration and co-ordination of a variety of school programmes 

including, but not limited to Microsoft Office, Microsoft Teams, SIMS, HR system, and any other 
software system the school may use.   

 

• To support various school administrative processes in an efficient and accurate manner. Compiling 
and proofreading written communications, reports and letters as required. 

 

• To undertake filing, texting, emailing as required. 
 
• To undertake any other tasks as reasonably requested to assist with the smooth and efficient 

running of school administration. 

  



 

THE SCHOOL 

Lady Barn House School is a thriving independent day preparatory school for boys and girls 

aged 3 to 11. There are currently around 490 pupils on roll. The school offers excellent teaching, 

traditional values and exceptional pastoral care. There is a strong academic legacy with an 

individual focus on strengthening each pupil’s confidence and abilities. The school aims to ensure 

that each child is happy, challenged and empowered to take full advantage of the wealth of 
opportunities on offer at Lady Barn House School; leaving them equipped with the knowledge, 

skills and confidence to make a successful transition to Senior School.   

The School has its own site on Schools Hill, Cheadle, enjoying its own superior facilities, 

including specialist classrooms, a fully equipped EYFS unit with exceptional indoor and outdoor 

facilities, a separate performing arts building, an extensive Forest School area, indoor gymnasium 

and two large floodlit astro-turfs. The aspirations of children and parents are high and we are 

constantly striving to maintain and further improve our standards.  

DETAILS OF THE POST 

Due to school growth and the development of our finance team, we have a fantastic opportunity 

for a self-motivated and experienced Finance Officer to join our dedicated team.  This exciting 

position would suit an individua who is self-motivated and proactive, with excellent 

communication skills and great attention to detail. 

The role would involve working within the Finance Team as a business partner to staff 

throughout the school.  Ideally, the successful applicant will be available to take up the post 

from 3 January 2023, or as soon as possible thereafter. 
 

CONDITIONS OF SERVICE 
 

The hours of work are 30 hours per week, Monday and Friday (term-time only plus 20 

days).  The salary is split by equal monthly instalments throughout the year.  The school is open 

to a discussion on flexible working. 

 

The post holder will be required to work during school holidays where key deadlines fall e.g. 

payroll, month end. 

 

Lady Barn House School has its own salary scale. The salary for this role is from £21,442 to 

£24,457 (FTE) per annum per annum, dependent upon qualifications and experience.  Part-time 

and/or term time only is pro rata of the full time equivalent. 

 

 

BENEFITS OF WORKING AT LADY BARN 
 

Lady Barn House School recognises that its staff are its most valuable resource and seeks to 

recruit and retain energetic, dedicated and creative staff with a passion for education. Above all 

we are a happy and dynamic place in which to teach and work.  In addition to the major benefit 
of working alongside some of the most amazing people in education, we also offer a wide range 

of benefits for our employees, which are outlined below.  

 

❖ Workplace pension scheme, including employer contribution.  

❖ All permanent colleagues receive a generous discount on the fees for any of their 

children who attend the school, subject to availability of spaces. 

❖ Death-in-service benefit. 



 

❖ Excellent extended family leave in excess of statutory leave and pay. 

❖ Professional development opportunities. 

❖ A pro-active approach to flexible working, wherever possible. 

❖ Health promotion initiatives and Employee Assistance Programme. 

❖ An annual leave entitlement including bank holiday in excess of the 5.6 weeks statutory 

leave entitlement.   

❖ Free annual flu jab. 

❖ Cycle 2 Work Scheme. 

❖ Free school lunch and daily refreshments during term time. 

❖ Free on-site parking. 

 

 

PROCEDURE FOR APPLICATION 
 

Applications should be made using the application form enclosed in the pack available and 

forwarded with a letter of application to the Headmistress, Lady Barn House School, Schools 

Hill, Cheadle, SK8 1JE or via email to recruitment@ladybarnhouse.org by 10am on Monday 

5 December 2022.  Applications will be assessed upon receipt, and we reserve the 

right to interview and appoint prior to the closing date. An early application is 

therefore strongly advised.  References will be required for those candidates considered for 

the shortlist.   

 

School tours will be available on Friday 25 November and Monday 28 November, please contact 
Kelly Gardner (Head of HR) at recruitment@ladybarnhouse.org to arrange an appointment. 

  

The appointment will be conditional, subject to all satisfactory pre-appointment checks being 

completed.  
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Person Specification – Finance Officer  
 Essential Desirable Assessment 

Qualifications    

GCSE or equivalent in 5 subjects, including English and maths ✓  A,I 

GCE Advanced Level or equivalent, and / or demonstrable success in the workplace ✓  A,I 

Accountancy Qualification relevant to the post (e.g. CIMA, ACCA, ACA)  ✓ A,I 

Other relevant Business or Finance qualifications  ✓ A,I 

Knowledge, Understanding and Experience    

Experience of working in a finance or accountancy environment. ✓  A,I,T 

IT literate and proven experience of databases, finance packages, advanced Microsoft 

Office suite (particularly Excel and Word). 
✓  A,I,T 

Experience of building strong effective relationships with various stakeholders. ✓  A,I,R 

Responding positively to and effecting change in the workplace. ✓  A,I,R 

Working in an educational or charity/not for-profit environment.  ✓ A,I,R 

Experience in purchase ordering. ✓ ✓ A,I,R 

Prior use of SIMS or similar management system.  ✓ A,I 

Personal Qualities    

Determination and resilience. ✓  A,I,R 

Being proactive rather than reactive. ✓  A,I,R 

Ability to use initiative: solutions focused. ✓  A,I 

Excellent interpersonal skills and high emotional intelligence. ✓  A,I 

Evidence of introducing new working methodologies leading to measurable outcomes 

and improvements. 
✓  A,I 

Complete discretion and integrity in all matters. ✓  A,I 

Possess excellent communication skills with an eye for detail. ✓  A,I 

Proactive in your approach – a real self-starter with a ‘can do’ attitude. ✓  A,I 

Skills    

Ability to quality assure work so that it is consistent and of a high standard. ✓  A,I 

High level  ICT skills (particularly Microsoft Excel). ✓  A,I,T 

Pragmatic approach to problem solving. ✓  A,I,T 

Ability to build personal relationships. ✓  A,I,R 

Analytical Skills: able to provide and analyse reports.  ✓ A,I.T 

Understanding of General Data Protection Regulations (GDPR).  ✓ A,I 

Additional attributes    

Able to support the wider aims and ethos of the school ✓  A,I 

Genuine enthusiasm for working within an educational environment the ability to work 

well within a wider staff team. 
✓  A,I 

Committed to safeguarding and the well-being of every child. ✓  A,I,R 

Deals sensitively and thoughtfully with other people, e.g. children, parents, colleagues. ✓  A,I 

Committed to your own continuous professional development. ✓  A,I 

Able to maintain effective and professional relationships with colleagues at all levels. ✓  A,I,R 

Willingness to participate in out-of-hours school activities as required. ✓  A,I 

• A = Application, I = Interview, T = Task, R= Reference  



 

 


