
Job Title:  Finance and Payroll Administrator 
Apprentice

To start: 1/9/2026



Thank you for the interest you have shown in the role of Finance and Payroll Administrator Apprentice.

Our Foundation is unique. We are a large but united community, focused entirely on ensuring that the pupils in our care have the most 
exceptional of educational opportunities. All that we do has that mission at its heart. Working together, our aim is for our Foundation schools –
individually and collectively – to be recognised as the most vibrant and exciting in the U.K.

We are seeking to appoint a Finance and Payroll Administrator Apprentice to help a busy and thriving Finance Department to deliver on time 
payments to our employees and suppliers.

I hope you are inspired by what you read and will want to join us, to play a key part in our exciting future.

Richard Nicholson MA (Oxon)
Foundation Principal





Warwick Schools Foundation, is registered as both a Charity and a Company, with 
the Governors being both Trustees of the Charity and Directors of the Company. 

The Governing Body is the legal guardian of Warwick Schools Foundation and is 
responsible for ensuring that it delivers its charitable objective:

‘To advance education by carrying on in or near Warwick, day and boarding schools 
for boys and girls.’

Governors delegate the operational running of the Foundation to the Foundation 
Principal, who acts as Chief Executive Officer with direct accountability for the 
Foundation and all its activities. The Foundation Principal is Mr Richard Nicholson. 
He is supported by the Foundation Bursar, Mrs Victoria Espley, who acts as Chief 
Operating Officer for the Charity.

This role will report to the Payroll Manager.





Post Title:
Finance and Payroll Administrator Apprentice

Hours of Work:
9am – 5pm (37 hours per week)

Salary range
Apprentice rate 

Location
On Site /

Start Date

01/09/2026

Reporting Lines
The post holder will report to the Payroll Manager

Purpose of this Job Description
The Foundation considers this document as a “snapshot” of 
the job and the tasks listed are not an exhaustive list. It 
aims to provide a clear guide at the time of writing to all 
that is involved about the requirements of the job. It will 
also be used to communicate expectations about 
performance and will be used to monitor effective 
performance.

Responsibilities
• Manage supplier and staff queries professionally and 

with the highest level of confidence

• Assisting the purchase ledger clerk or payroll team with 
inputting of invoices, pay, benefits, overtime, absence 
and other adjustments.

• Assist with pensions reporting, auto-enrolment and 
compliance, working with external Pension Advisors and 
internal Human Resources staff as required 

• Check purchase invoices or payroll uploads to check 
they have been input correctly.

• Check ledger and department codes to ensure they are 
input correctly on the system.

• Match purchase orders and delivery notes with invoices

• Reconcile supplier statements and assist in resolving 
discrepancies

• Assist with monthly, termly and year-end procedures.

• Ensure attention to detail so that records are accurate.

• Assist with department administration.

• Assist with any stationery orders.

• Maintain positive working relationships

• Assist with month-end and year-end processes and 
reporting as required, working closely with the Finance 
Team

• Maintain accurate records and filing systems in line with 
Foundation policies and for audit purposes

• Ensure compliance with Foundation policies, charity 
finance regulations and internal controls

• Ensure the continuous smooth running of the 
department in periods of absence (e.g. annual leave)

• To assist with any other duties to ensure the smooth 
running of the Finance Department as required by the 
Director of Finance.

Additional duties

• The post holder must comply with the Data Protection 
Act 1988, the Computer Misuse Act 1990 and all other 
policies as detailed on the Foundation Hub and in the 
staff handbook.

• To report any Health & Safety problems to the Health & 
Safety Manager.

Safeguarding and Protection of Children and Young 
Persons
In accordance with the Children’s Act 1989, on 
appointment post holders will be required to commit to 
their responsibilities with regards to safeguarding. In 
addition, offers of appointment will be subject to an 
enhanced criminal record check from the Disclosure and 
Barring Service (DBS) and other pre-starter checks as 
required by the regulations governing the appointment of 
staff within education.

These checks will highlight cautions, reprimands, and final 
warnings as well as any convictions. The post holder must 
not have any spent or unspent convictions that would 
prevent working with children.

All staff are required to adhere to the School Policy on 
safeguarding and undertake training as required and ensure 
the safeguarding and well-being of children and young 
people at the school, in accordance with School policies.



Health and Safety

As an employee you are expected to:

1. Take reasonable care of your own health and safety.

2. Take reasonable care not to put other people - fellow 
employees and members of the public - at risk by what 
you do or don’t do during your work.

3. Co-operate with your employer, making sure you get 
proper training, and you understand and follow the 
company’s health and safety policies.

4. Not interfere with or misuse anything that’s been 
provided for your health, safety, or welfare.

5. Report any injuries, strains, or illnesses you suffer as a 
result of doing your job.

6. Tell your employer if something happens that might 
affect your ability to work (e.g., becoming pregnant or 
suffering an injury)

7. If you drive or operate machinery, to tell your employer 
if you take medication that makes you drowsy.



Essential Desirable

• Competent English Language skills
• Basic key skills

• Understands their role in the context of safeguarding children, young 
people, and vulnerable adults

• Ability to form and maintain appropriate relationships and personal 
boundaries with children and young people

• Understanding of the requirements of Equality and Diversity

Essential Desirable

Qualifications • Competent English Language skills
• Numerate and literate: minimum GCSE Maths & English Grades A*-C (5 

or above)
• Basic key skills

• A Levels or equivalent

Experience/Knowledge • Knowledge of Microsoft Office, particularly Excel
• Ability to identify problems and solutions.

• Experience of Microsoft Office, particularly Excel

Skills/Abilities • Discretely being able to manage confidential  matters
• High degree of accuracy and meticulous attention to detail. 
• Highly organised and structured.  
• Ability to manage time effectively, prioritise tasks and meet deadlines  
• Excellent interpersonal and communication skills 
• Ability to build effective working relationships  
• with key colleagues. 
• Ability to work independently and as part of a team 

Personal attributes • Flexibility to support colleagues with day-today tasks and duties.  
• Discreet and capable of working with highly sensitive information.  
• Security conscious at all times. 

Safeguarding Children, 
Young People and 
Vulnerable Adults

• Understands their role in the context of safeguarding children, young 
people, and vulnerable adults

• Ability to form and maintain appropriate relationships and personal 
boundaries with children and young people

Equal Opportunities • Understanding of the requirements of Equality and Diversity



Appointment Timetable
Deadline for submission of applications 
(on the standard application form): Sunday 16th August at 
midnight

Interview date: Wednesday  19th August

Working hours: 9am – 5pm (37 hours)

Working weeks: 52 weeks per year (with 38 days 
holiday)

Pay Banding: £19,240 per annum for 1st Year of the  
Apprenticeship

Other benefits:

• Competitive contributory pension scheme 
(employee contributions matched by employer 
contributions up to 14%).

• Employee Assistance Programme.

• Six weeks annual holiday plus public holidays.

• Life Assurance benefits.

• Free meals and refreshments provided during 
the working day.

• Free parking on site.

• A virtual GP and Physio service.

• Access to a wide range of retail discounts.

• Salary sacrifice schemes.

• Use of the Sports Complex for staff.

• A strong, supportive staff community.

• Some flexible working will be considered 
depending on the vacancy.

Appointment Method
An interview will include questions about 
safeguarding children. The appointment will depend 
on satisfactory DBS clearance.

Warwick Schools Foundation is committed to 
safeguarding and promoting the welfare of children 
and young people and expects all staff and 
volunteers to share this commitment. Any concerns 
should be reported in accordance with the 
Foundation’s Child Protection policy.

Equality, Diversity and Inclusion
The Warwick Independent Schools Foundation is 
committed to promoting equality of opportunity for 
all pupils and staff, both current and prospective, 
and in this position, you will actively support an 
environment and workplace culture that values 
equality, diversity and inclusion.
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