
 

Finance Officer 

APPLICATION PACK 



 

As soon as possible, subject to successful pre-employment 
checks including a DBS check or a check against the DBS 
Update Service if registered. 
 

Up to full time, 37 hours per week (minimum 28 hrs per week) 
may be considered. Full year. Permanent. 
Monday to Thursday 8.30am to 16.30pm, Friday 8.30am to 
16.00pm. 
 
 

 

Point 12 to Point 14 on the NJC Support Staff Pay Scale.  
(£29,544 to £31,324) 
 

Local Government Pension Scheme 
 

NJC Terms and Conditions for Support Staff in Sixth Form 
Colleges 
 

Midday, Monday 23rd February 2026 
 

Will be held w/c 2nd March 2026 



Finance Officer  

 

Cluster Finance Manager/ Principal  

Reporting directly to the Principal, you will supervise the College’s day-to-day 
finance operations to ensure timely and efficient workflows. You will support 
the Cluster Finance Manager with reporting key data for higher level budget 
tracking and forecasting. You will ensure the finance office provides high 
quality customer service including effectively communicating with all 
stakeholders (e.g. budget holders, suppliers, staff and parent queries).  

 

Financial Processing & Controls 

• To input and process transactions in relation to all areas of finance 
including purchase ordering, invoicing, supplier payments, credit control 
and banking. 

• To provide reports from the College’s financial systems as required for 
budget holders and the Senior Leadership Team. 

• To respond to and resolve supplier and staff queries.  
• To respond to and resolve staff, student and parent queries in relation to 

Scopay, the College’s online payment system. 
• To prepare timely and accurate sales invoices and send to customers 

ensuring appropriate credit control processes are followed. 
• To manage the College’s Petty Cash Systems 
• To manage study, visit income and expenditure, liaising with members of 

staff when organising study visits 
• To assist with the collection and banking of official monies within the College 

and ensuring they are accounted for in accordance with financial 
regulations. 

• To assist in the administration of the finances of the College activities not 
financed from public funds; maintenance of the accounts, ensuring 
necessary information is available, and the funds are controlled in 
accordance with proper accounting practice. 

• To ensure timely bookings for transport for college study visits and 
sports fixtures as well as oversee College minibus bookings 

• To support Finance assistants by acting as an escalation point to resolve 
queries with all stakeholders (e.g. staff, suppliers, parents)  

• Ensure financial records are audit-ready and assist with the internal and 
external audit processes. 
 

 
 



 

Collaboration with Central MAT Team 

• To act as a point of contact for the Cluster Finance Manager, providing 
updates on day-to-day matters arising 

• To assist with the financial year end process of the MAT 

 

Team Leadership 

• To operationally line manage the Finance Assistants, providing support and 
training as required and complete annual performance reviews  

• To attend meetings relating to finance processes, seeking clarification and 
guidance from the Cluster Finance Manager where required 

• Act as the primary liaison between the Finance Office and College staff, 
holding regular catchups with key budget holders and attending meetings 
relating to finance processes including weekly attendance of the College 
Management/Business Support Management meeting 

• Contribute to improvements in administrative processes within the office. 
• Proactively communicate changes in financial procedures to all staff and 

parents, ensuring clarity and compliance across the College. 
• Ensure strong supplier relationships, intervening in disputed invoices or 

payment delays to prevent service interruption. 

 
General 

• To share the College’s commitment to safeguarding and promoting the 
welfare of children and young people 

• To carry out all duties with due regard to confidentiality and data protection 
regulations particularly with regard to student data 

• To carry out all duties maintaining the highest levels of customer care and 
service and adhering to the Colleges’ safeguarding and security policies at 
all times 

• To carry out all other duties which are in accordance with the purpose and 
grade of the post as reasonably required by the college Principal and Cluster 
Finance Manager. 

 
 
 
 
 

 

 
 

 
 



 

 

 

 

 

Key: A = Application, I = Interview, R = References, C = Certificates 

 

 

  

 

 

 Essential Desirable   Identified by 

 Relevant Experience: 

1.  Experience of working in a Finance Office ✓  A, I 

2.  Experience of working in an educational establishment  ✓ A 

3.  Experience of processing purchase orders / invoices ✓  A, I 

4.  Experience of handling & processing cash ✓  A, I 

5.  Experience of managing a staff or mentoring colleagues  ✓ A 

           Education and Training: 

  6. Minimum of 5 A*-C or 9-4 grades at GCSE or equivalent (including 
English &    Maths 
 

✓  
A, C 

  7. AAT Level 3 qualified (or equivalent experience) ✓  A, C 

 Knowledge and Abilities: 

8. Working proficiency of Microsoft Office, especially Excel & Outlook ✓  A 

9. Well organised and able to work to deadlines ✓  A, I, R 

10. Exceptional attention to detail and high levels of integrity. ✓  A, I, R 

11. Knowledge of finance packages and cash office systems  ✓ A, I 

12. Self-motivated with the ability to work independently and as part of a team ✓   

13. Adaptable with a willingness to support other areas of the College as 
required  

✓  I 

 Personal Qualities: 

14. A "can-do" approach to problem-solving. ✓  I 

15. Commitment to change and improvement ✓  A, I 

16. Confidence to communicate financial information clearly to non-
finance staff (e.g., teachers, parents) 

✓  A, I 

  17. Willingness to undertake training, as required ✓  A, I 

  18. Willingness to train & join First Aid Rota  ✓ I 

Safeguarding: 

 19. Suitable to work with children and young adults and/or vulnerable adults ✓  

DBS Certificate  

 20. Willingness to apply for an Enhanced Disclosure and Barring Service   
check or to have a check undertaken against an existing DBS Certificate if 
registered for the DBS Update Service. 
 

✓  

PERSON SPECIFICATION 
Finance Officer 



 



  





 



 



 



 


