Heathfield knoll school
& nursery
INSPIRE. CHALLENGE. SUPPORT.

Position: Finance Officer
Hours: Full Time
Salary: In region of £25,000 - 30,000 per annum (Negotiable on exp.)
Email: lburns@hkschool.org.uk Post: Heathfield Knoll School, Wolverley Road,
Kidderminster, Worcestershire, DY10 3QE.
Phone: 01562 850204
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welcome
Thank you for considering the role of Finance Officer at Heathfield Knoll
School. The successful applicant will join the school at an exciting time.
Following the recent partnership with KSI Education, the school is benefitting
from £1 million of investment. This includes new buildings to house food
technology, computing and music technologies in addition to a Learning
Support Centre. We are looking for someone who has
a love of learning and the ambition and desire to benefit from a growing
school with new opportunities. The successful candidate will value
relationships with all members of our small school community. I very much
look forward to reading your application and invite you to speak with
me directly should you have any questions in advance.
Lawrence Collins
Headmaster

the school
Nestled within the Wolverley countryside, Heathfield Knoll School enjoys an enviable
reputation as the leading school in the Wyre Forest and the wider region
.
Heathfield Knoll is a recently merged school comprising Heathfield School and The Knoll
School. We are proud of our heritage and of our offer to the local and wider community.
Heathfield School celebrated its 400th anniversary in 2020. Whilst much has changed since
William Sebright founded the school in 1620, our core values of nurture, relationships and
care centred on a personalised approach to education remain.
Children join Heathfield Knoll Nursery at three months, moving on to the Preschool at three
years. The main school welcomes children at any age from five to 16 years (although there
are early plans to introduce a sixth form).
The school is centred around a large country house in beautiful surroundings which includes
extensive playing fields, woodland and grassland (a total of over 30 acres). Heathfield
Knoll’s generous grounds are frequently used to support a creative curriculum, including
Forest School and an outdoor classroom (Summer 21). Heathfield Knoll aims
to provide a traditional, well-structured education in small, nurturing teaching groups. This
means that children’s needs are catered for and they thrive in a well-ordered atmosphere of
mutual respect. Heathfield Knoll is concerned with more than just academic achievements,
we encourage children to approach adulthood as confident, articulate and courteous
individuals.

From January 2020 Heathfield Knoll has become part of the KSI Education
group.
KSI is clear that their investment in this evolving family of educators should
create outstanding student outcomes.
To embed best practice in their schools, and to enable teachers to build on their
current strengths, KSI will:
Offer an enhanced CPD programme.
Facilitate a Professional Learning Network to support achievement and
progression..
Invest in organisations outside the schools that can enhance the
educational experience of our students.
Invest in technology and foster the technological skills of staff and pupils.

ksi
education

RESPONSIBLE TO: Headmaster and Officer Manager
WORKING PATTERN: Full-time (40 hours per week throughout the calendar
year. 20 days Annual Holiday plus Statutory Days.)

Job Purpose
A new Finance Officer is sought to support the Headteacher. The position offers
an exciting opportunity for an enthusiastic and well-qualified person to fulfil a
wide range of responsibilities in connection with accountancy, commercial
development and the general financial management of the school. The Finance
Officer will be directly involved in many day to day operations and will need to
be flexible and ‘hands on’ in ensuring that all work is covered and that key
deadlines are met.
Main purpose of the job
To provide efficient management and reporting of the school finances
To assist the Headteacher and Officer Manager in strong financial control of
the school budget and collation of reports for the Group Company, KSI
Education.

job description

POSITION: Finance Officer

All accounting functions including nominal, purchase and sales ledgers and the
payroll.
To assist with the preparation of the statutory accounts for Heathfield Knoll School.
To be responsible for ensuring the timely and accurate preparation of pupils’ fees
bills and the collection of fees and sundries.
Deal with correspondence and negotiation relating to fee debtors and/or late
payments, in consultation with the Headteacher.
To liaise with external auditors on all matters connected with the annual audit of
the school’s accounts.
To be responsible for managing the school’s pension arrangements for staff.
To administer the financial aspects of School trips and audit the accounts when the
trip has been completed.
To administer the financial arrangements related to the Before & After School Care
Club, Holiday Care Club and Mini Bus routes.
Controlling cash flow and bank accounts on an ongoing basis.
Controlling petty cash and maintaining petty cash records.
Explore other commercial opportunities to fully utilise the Heathfield Knoll assets
including, music, sport and cookery.
Routine Monthly Accounting Tasks for Heathfield Knoll School
Scrutinising and authorising payment of invoices on behalf of the Headteacher
Preparing journals
Checking cash receipts/payments
Preparing monthly budget/actual accounts including cash flow forecasts for
Headteacher to share with Central Team at KSI Education
Posting monthly salaries in the accounts
Bank administration which includes monthly bank reconciliations
Other annual duties
To contribute to the financial aspects of the School Development Plan
Management of all utility contracts
Review of all Bursary applications
Budget review
Other duties
Support the Headmaster during the school holidays

job description

main responsibilities & Tasks

A good general education
In possession or working towards a financial qualification
or relevant experience of operating financial/accounting
systems

Relevant Experience
Experience of budget monitoring and account
reconciliation
Experience of undertaking a range of administrative and
clerical duties, including data input and retrieval
A basic knowledge of the financial workings of a school.

- Essential
- Essential

- Essential

- Essential

- Desirable

Skills

The range of accountancy and financial skills necessary to
carry out the responsibilities of the job description;

- Essential

IT literate with good working experience of Sage, Microsoft

- Essential

Word, Excel spreadsheets, E-mail;
Familiar with payroll processing, experience with Sage

- Essential

payroll would be an advantage.
Ability to deal confidently with enquiries from parents and
members of staff;
Excellent communication skills;
Diplomatic: very good interpersonal skills on a range of
levels and with a variety of people.

- Essential
- Essential
- Essential

Personal qualities
Thoroughness, excellent eye for detail;
A pleasant, outgoing personality, with a strong sense of
humour.
An effective team player but who can work independently
Flexibility: prepared to work hard and long hours on
occasions;
Possess the ability to think and work quickly and calmly
whilst under pressure.
Absolute discretion and confidentiality;
Strong Initiative;
A high standard of personal presentation;
A good health and attendance record.

- Essential
- Essential
- Essential
- Essential
- Essential
- Essential
- Essential
- Essential
- Essential

Person specification

Education and training

