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crown HiLLs  Finance Administration Officer
Level 3
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Dear prospective applicant,

Thank you for expressing an interest in this key vacancy at our college.

Over the last six years we have been on a journey to try and make this school not only one of the best schools for children
to attend but also one of the best schools to work in as a member of staff. That is extremely rare and we urge you to come
and see us in action, speak to the staff and speak to the students. We carefully consider every decision made with
well-being at the centre to enable teachers to teach and students to learn.

We are seeking to appoint a Finance Administrator to support the Finance team. The successful candidate will work closely
with the Business Lead and Finance Officer L2 to ensure that all day-to-day transactions are processed within agreed
timescales and according to guidance in Crown Hills Standards for Financial Administration.

The following podcast with the Youth Sport Trust gives you a glimpse of our approach at CHCC
https://www.buzzsprout.com/273805/9656144

There is always a tension between well-being and accountability but | do believe that we are getting closer to finding the
sweet spot between the two. Although it is not the end of our journey, we have been recognised for the work we do in this
area; we won the TES Award for ‘Staff well-being school of the year’ and we were also shortlisted for the prestigious
Pearsons Award for secondary school of the year 2023. | was also fortunate enough to win gold! These are indeed exciting
times to join us and make a difference to the lives of others.

We have a very different approach and we are trying to create a very different culture at CHCC, a culture whereby those in
leadership do not hold authority and deserve to be followed; leaders at CHCC have to earn the right to lead and we
welcome and appreciate challenge if we do not live up to the standards that are expected of us.

The THIRST values permeate all that we do and are a framework that staff can hold leaders to account for the way that they
lead. We have high expectations but we will provide the support, training and resources for you to deliver the best possible
education for our students.

We are very clear that the gender, background, colour, poverty, wealth or social status of a child should have no bearing on
how well they perform and staff here work extremely hard in trying to close that gap between the different groups of

pupils.
We have removed lesson observations from the appraisal process and linked it to professional development. Currently staff
are entitled to‘visits’and entitled to a professional dialogue to improve their practice. That is a risk we have taken but it is

aimed at creating a learning community where teachers can teach and learners can learn, without fear.

As a result, we have improved our headline figures year on year and initial analysis places us in the top 20% of schools
nationally for progress, although we know that we can still do better.

*All appointments will be subject to references and pre-employment checks.



Our behaviour policy is clear and simple, “First Time Every Time,” no quibbles, no arguments just do as we expect. Teachers
no longer have to do detentions, chase up absence, attendance or punctuality. These are all done centrally with a highly
skilled team that has taken the workload away from teachers.

Please read the attached job description and person specification. If you are interested in applying, please fill in the appli-
cation form available on our eteach portal, https://www.eteach.com/jobs/crown-hills-community-col-
lege-jobs-9453/?00=ag please include e-mail addresses of all referees, together with a letter of application (no more than
2 sides of A4, font 12) outlining your skills, qualifications and experience relevant to this post by 9am on Friday 5th
December 2025. Please include your cover letter in the supporting statement section.

Closing Date- 9am Friday 5th December
Interviews likely to be- W/C 8th December
I look forward very much to receiving your application in due course.

Yours sincerely,

Hbet_

—

Mr F Adam
(Principal)

*All appointments will be subject to references and pre-employment checks.



JOB DESCRIPTION

Job Title: Finance Administration Officer Level 3 11-16 Maintained

College:  Crown Hills Community College Grade: Grade 3 (Point 5-6)
Reports to: Business Lead for Finance £22,933.97 - £23,297.93 actual salary.

Term: Permanent £25,583.00 - £25,989.00 full time equivalent.

Additional: 37 hours per week, 38 weeks per year, plus 75 additional hours and three Teachers Days.

Job Purpose Summary:

» To ensure that allocated administraive, finance and clerical records and systems are maintained accurately and kept
up to date.

« To ensure that callers and visitors to the school are dealt with in a friendly and courteous manner and that they or
their queries are directed to the appropriate member of staff.

« To ensure accuracy and confidentiality in dealing with requests and maintaining records.

« To ensure that all allocated regular or scheduled administrative tasks and record updates are performed on time.

+ To ensure that all forms received are complete, accurate and processed correctly.

+ To ensure that the school’s standards of customer care are achieved.

+ To comply with the appropriate Government, Local Authority (LA) and the Schools policies, procedures and
systems.

« To follow the requisite procedures and legislation regarding confidential information, e.g. the Data Protection Act.

+ To be proactive in the implementation of the School’s and LA’s Equal Opportunities policy, Health & Safety
regulations and Environment Protection policies.

Summary of Tasks:

+ Manages allocated human, financial and material resources where applicable.

« Provides 1st level advice and reception service, both face to face and on the telephone, to parents, carers and other
callers to the school

« Updates and maintains the relevant filing, clerical or computerised record systems, databases, spread- sheets etc
and assists with the inventory management and stock ordering.

+ Provides general administrative and clerical support to other staff in the school including taking minutes and
distributing notes for professional meetings in the school.

« To ensure that all forms received are complete, accurate and processed correctly.

« Assists in organising events, exams, etc and in accompanying groups of pupils/teachers.

*Keeps up to date with the relevant guides, procedures, forms, etc. used in the school.

«Assists with raising, checking and processing orders, deliveries, cheques and invoices.

Purchasing
« Process authorised orders received from Budget Holders on FMS6, ensuring best value is obtained

« Print orders on official order stationery and pass to designated person for signature.

- Send top copy to supplier, file internal copies as agreed

« Ensure 3 quotations have been received for all orders that is deemed necessary by Business Lead
« Process internet orders as required, adhering to the Crown Hills CC Internet ordering policy

Invoices/ Cheques/BACS Processing

- On receipt of stamped , coded invoices from FO Level 2 obtain budget holder signature to confirm “Goods Received”
» Process payments on FMS6

- Get payments ready for BACS run

« Once cheques printed by FO Level 2, obtain 2 signatures from designated signatories

- Obtain 3rd signature (Governor) on all cheques over £5,000

« Send cheques to suppliers




« Sort BACS runs to confirm payments

« Mark all invoices as paid

« File invoices/ cheques/ BACS in sequential order
« Photocopy invoices as required

Petty cash payments

« Reimburse staff for small cash purchases from Petty Cash

« Ensure that receipts / VAT invoices are received and authorised by budget holder
« Record all payments in Petty Cash book

- Seek authorisation for all Petty Cash reimbursements over £30

+ Advise FO Level 2 when Petty Cash float need to be reimbursed (£300 limit)

- Ensure Petty Cash tin is stored securely in safe

+ Record Petty cash on FMS6

Income

« Receive cash/cheques from members of staff/stakeholders ensuring orange paying slips are completed
« Record all cash receipts in paying in book

« Ensure cash is kept in safe

« Bank all cash and cheques received weekly or as necessary to adhere to insurance limits set

+ Record all income on FMS6

Banking
« Bank all cash/cheques weekly or as necessary to adhere to insurance limits set

+ Record all income on FMS6
- Write out receipts for all money banked and post receipts

Journals

Record journals on FMS6 in a timely manner for:
« Postage charges

- Office Printing

- Office Materials

«ICT charges

« Reprographics

« Trips Insurance

« Minibus mileage charges

+ Rewards vouchers

« Any other faculty charges as required

« Accounts Receivable

« Raise Accounts Receivable invoices to debtors as requested

Bromcom

» Update payment requests on Bromcom

« Send reminders of outstanding payments to parents
- Provide outstanding balance information to staff

Trips admin
- Ensure mobile phones are allocated to all trips going out of school

- Request quotes for travel and liaise with Trip leader to book as needed

MStore document scanning/ Archive

- Scanning of documents of new Mstore software

« Ensure scanned documents are stored on system and filed

« Assist with archiving documents and comply with retention policy




PERSON SPECIFICATION
CATEGORIES il R [

A level of numeracy and literacy sufficient to carry out the duties of the post. E /

Assessed by:

2 Experience of dealing with the public both face to face and on the telephone.

3 Must be able to recognise discrimination in its many forms and willing to
put the Council’s Equality Policies into practice. E /
4 Must be sensitive to the requirments of disadvantaged groups and children with special
educational needs. E /
5 Excellent interpersonal skills and telephone manner. /
E v
6 Able to organise own work with others to meet deadlines.
E v
7 Must be prepared to work occasionally out of school hours, INSET days and some
pre arranged days in the school holidays to support the service. E /
8 Able and willing to attend/achieve further training/qualifications where /
appropriate, e.g first aid, IT etc. E
9
Must satisfy pre-employment checks.

10  This post will involve contact with vulnerable groups (chil- dren, young people
and/or adults) and is therefore exempt from the Rehabilitation of Offenders
Act 1974 and subject to an Enhanced Criminal Records Bureau (CRB) E
Disclosurecheck. This exemption means that applicants for this post are
required to declare all criminal convictions, cautions, repri- mands.



