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Welcome from the Chief Executive Officer 

Thank you for your interest in the position of Meadow Primary School at Anglian Learning. 

We are an ambitious, outward looking multi-academy trust consisting of six secondary 
schools and nine primary schools. We are passionate in our belief that all young people 
deserve to have access to an outstanding education; we are determined that this will be 
the case for all those in our communities. 

Anglian Learning has been founded on strong collaborative and trusting relationships, 
where everybody is committed to sharing their successes, but equally open to new ideas 
and alternative perspectives. We are firmly committed to maintain the individual ethos of 
each school, whilst sharing the same core Trust values and goals. 

For an informal discussion regarding this role, please contact Natasha Power, HR and 
Admin Officer on npower@meadowprimary.org. 

I hope that you find the following information useful. If you wish to apply for the role, please 
do so by completing the Anglian Learning Support Staff form and send with a brief letter of 
application, outlining how your skills and experience will enable you to be successful in this 
role. Please send your application to npower@meadowprimary.org.  

We look forward to receiving your application.  

Yours sincerely 

 

Jonathan Culpin 

Chief Executive Officer 
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Anglian Learning, a unique multi academy trust 

All members of our Trust share the firm belief that successful learning communities are 
underpinned by ambitious vision, trust and strong inspirational leadership at all levels of the 
organisation. Through membership of Anglian Learning, these values are reinforced by 
working with like-minded schools, leaders and teachers, to make a difference to the lives 
of our children and young people. We believe that we have a shared responsibility, through 
support and challenge, to ensure that all our academies can offer an outstanding education 
to all pupils. We are committed to the best financial planning and clearest governance 
structure with a rigorous system of checks and balances to ensure our future development 
and growth. 

Anglian Learning is an innovative, ground-breaking partnership, formed by the voluntary 
merger of three highly successful secondary school academy trusts in Cambridgeshire; we 
recognised that uniting together as successful schools in one multi academy trust provided 
significantly enhanced capacity for mutual support and challenge. The founding members 
of Anglian Learning are Bassingbourn Village College, Bottisham Village College, Sawston 
Village College and The Netherhall School and The Oakes College Cambridge. We were 
joined in March 2018 by three primary schools, Bottisham, Fen Ditton and Stapleford. A 
further secondary school, Joyce Frankland Academy, Newport, North Essex joined us in 
January 2020. This was followed by four more primary schools, Howard, Linton Heights, 
Meadow and Pines along with another secondary school, Linton Village College joining us 
in April 2020.  Icknield Primary School joined us in April 2021 and our new primary school, 
Marleigh Primary Academy opened in September 2022. 

We are committed to providing outstanding academies which are a source of pride for the 
communities that they serve. 

We aim to achieve this by raising the educational attainment of all our young people and 
using the collective energy and cross-school educational fertilisation within the Trust to 
improve life chances by: 

● Developing a dynamic and inspirational culture for teaching and learning excellence. 

● Providing pupils with stimulating and valuable enrichment opportunities across the 
curriculum. 

● Building a curriculum and assessment structure that will enable teachers, pupils and 
parents to celebrate success and respond swiftly to challenge. 

● Encouraging innovation and risk-taking through a focus on research and best 
practice locally, nationally and internationally. 

● Promoting, enabling and supporting leadership at all levels to flourish in individual 
schools and across the Trust. 

● Providing high quality professional learning opportunities for staff at all levels in the 
Trust 

We have a growing central team supporting all schools across the Trust. The Executive 
Leadership Team comprises the Chief Executive Officer, Directors of Primary and 
Secondary Education, Assistant Directors with responsibility for SEND and professional 
learning and the Chief Operating Officer. The wider central operations team includes 
governance, marketing, HR, estates, ICT and finance staff. 
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                     FINANCE OFFICER 
                                To start as soon as possible 
 
29 hours per week, Monday 8.30-4.00pm, Tuesday 8.00-4.30pm, Wednesday 
8.00-4.30pm, Thursday 8.00-4.30pm, (there may be some flexibility around 

these hours/days). Term time plus 5 additional days (39 weeks). You will 
have 1 hour unpaid lunch break. 

 
Salary: Scale 5 point 12-17 (£22,571 - £24,920 fte) 

 
We are looking for an enthusiastic and motivated person to join our friendly and 
collaborative office team in the role of Finance Officer. We are seeking a team member who 
is able to accurately input data into financial systems, has experience of BACS runs, can work 
alongside our accountant to manage the school budget and has an eye for detail and ability 
to work with a high degree of accuracy. 
 
They should also have strong administration skills and be able to adapt to all aspect of 
working in a busy school office, show initiative and take the lead in providing a friendly 
welcome to all visitors, parents/carers and pupils. Strong IT skills will also be an advantage.  
 
 In return, we can offer an opportunity to work and develop within an innovative and 
collaborative multi academy trust. You will be joining a positive and collaborative team 
working alongside colleagues in a supportive environment. Full training and induction will be 
provided alongside other benefits such as free Anglian learning Sports Centre membership, 
Employee Assistance Programme and many more.  
For full details of the role, please see the job description.  
Please apply using the Anglian Learning Support Staff application form and include a letter of 
application of no more than 2 sides of A4. Please note CVs are not accepted.  
 
Interested applicants are most welcome to arrange a telephone conversation if they would 
like further information about the role – 01223 894400 and ask to speak to Natasha Power or 
Nichola Pickford 
 
Closing date: 12 noon, Monday 13th February 2023 
Interviews: To be confirmed   
 
Applications and information from; npower@meadowprimary.org or the School Website 
https://www.themeadowbalsham.co.uk/job-vacancies/  
 
Anglian Learning is committed to safeguarding and promoting the welfare of young people and 
vulnerable adults. We expect all staff to share this commitment and staff in regulated activity will be 
subject to an Enhanced DBS Check and a barred list check. Certificates of Good Conduct and other 
checks may be requested if applicable. 
This post is exempt from the Rehabilitation of Offenders Act. Our policies for Ex-Offenders, GDPR and 
Recruitment can be found on our website: www.anglianlearning.org  
We value diversity and welcome applications from all, including those with protected characteristics 
under the Equality Act. Flexible working will be considered. Flexible working will be considered.  
In line with guidance, an online search will be completed for shortlisted candidates. 
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                               JOB DESCRIPTION 
 
POST TITLE:  Finance Officer 
 
GRADE:   12-17 (£22,571 - £24,920 fte) 
 
HOURS OF WORK: 29 hours per week Term Time only plus 5 additional days (39 

weeks) Monday to Thursday – potential to be flexible on 
these with 1 hour lunch break 

 
     
RESPONSIBLE TO: Headteacher 
 
 
PURPOSE OF THE JOB: 
To deal with the day-to-day financial matters, including correspondence, orders, invoices and 
payments, monitoring expenditure and budgetary performance to ensure that spending is 
within approved limits and in accordance with adopted procedures and regulations. 
 
MAIN RESPONSIBILITIES: 

• Maintain the purchase ledger 
 

• Raise invoices on the sales ledger  
 

• Generate purchase orders requisitioned by budget holders ensuring they meet purchase 
regulations and are within budget 

 

• Produce budget statements and financial information regularly and on request 
 

• Ensure the schools financial regulations are adhered to and procedures are followed 
 

• Reconcile supplier statements to SAGE and request any copy invoices 
 

• Review outstanding purchase orders on a regular basis 
 

• Open new supplier accounts. Request suppliers contact details and confirm bank 
account details for new supplier form 

 

• Check deliveries and retain delivery notes to match to invoice for processing 
 

• Prepare and process the payments of suppliers by BACS, via on-line banking 
 

• Complete bank reconciliations on a regular basis. At month end reconcile the purchase ledger 
and prepare journals 

 

• Deal with incoming queries regarding Bromcom, the school payments system from 
parents/carers and students 

 

• Support the Admin Officer with costings for trips, setting up payments and reconciling 
trips and other school items on to Bromcom. 

 

• Reconcile Bromcom payments and reports 
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• Ensure the RPA or relevant insurance certificate is held in school as provided through the 
Trust. 

 

• Manage payroll on a monthly basis, adhering to the Trust finance guidelines and 
ensuring it is checked by the Headteacher and authorised by the Trust. 

 

• Send out and collate annual salary assessment forms. 
 

• Review Funding Statements and all other monthly reports  
 

• Manage all aspects of lettings  
 

• Manage credit cards and ensure spending is reconciled and authorised 
 

• Monitor electricity, oil and water usage. Send information to the Local Authority for 
energy saving monitoring and to enable school to receive the DEC certificate. Enter the 
meter readings onto Zenergi monthly and to Get Fit Energy. 

 

• Use Every to manage maintenance contracts. Liaise with the Head of Premises and 
Operations over repairs and routine inspection/servicing. 

 

• Ensure accounts are invoiced, up to date, reconciled for Out of School Club, alongside 
the manager 

 

• Work with the Central Finance as requested and directed 
 

• Fulfil admin based duties as the need arises to ensure the smooth running of the school 
office 

 

• Liaise with landscaping company over the ground maintenance 
 

• Undertake any ad-hoc projects or work as required to meet the needs of the Academy or any 
other reasonable task as requested by the Headteacher 

 
Non-Finance Job Specific Tasks 

 
1. Check in any stock deliveries and distribute accordingly 
2. Order and maintain records of stationary and liaise with uniform supplier 
3. Ensure the effective reception of all visitors, parents and telephone enquiries to the school 
4. Administer first aid when required 
5. Carry out DBS checks and maintain the Single Central Record alongside other office colleagues 
6. Work with other office colleagues to manage parent communications including sending 

correspondence and online payment and reply services 
7. Support setting up for events such as parents evening/performances/meetings as required 

 
This job description will be reviewed and updated periodically in order to ensure that it 
relates to the job performed, or to incorporate any proposed changes. This procedure 
will be conducted by the Headteacher/Manager in consultation with the postholder. In 
these circumstances it will be the aim to reach agreement on reasonable changes, but if 
agreement is not possible management reserves the right to make changes to the job 
description following consultation. 
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Finance Officer Person Specification 
 

 
Attribute 
 

 
 Essential  

 

 
 Desirable  

 

 
Education 
and 
Qualifications 
 

  

• Educated to at least GCSE/O Level standard 
including English and Maths or proven 
equivalent experience. 

 
 

 

 

• Relevant financial and 
administrative 
qualifications 

 
Experience 
 

 

• Experience of working in a finance office at 
same or similar level  

 
 

 

• Experience of working 
in a school finance 
office 

• Use of Sage accounting 
software 

 

  
Skills, 
Knowledge 
and 
Aptitudes  

 

 

• Good written and spoken English 

• Attention to detail and accuracy 

• Able to work collaboratively with others  

• Excellent organisational skills 

• Excellent communication and interpersonal 
skills when dealing with staff, parents and 
students 

• Ability to prioritise workload and experience 
of meeting deadlines 

• Ability to cope with interruptions 

• Confident in use of ICT (Word, Excel) 
  

 

 

• Use of Bromcom 
(School Managing 
Information System) 
 

 

 
Other 
requirements  

 

 

• Positive, proactive and flexible approach to 
working 

• Commitment to safeguarding and 
promoting the welfare of young people 

• Satisfactory DBS check, Medical Clearance 
and References.  
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