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Dear Colleague 
 

As Principal of Ash Green School, I would like to extend a very warm welcome to you. This is a fantastic 

time to join our expanding, vibrant and caring learning community. We are committed to ensuring that 

students are stretched intellectually and that they foster a love of learning, whilst feeling valued, happy 

and safe. We provide an inspirational education where every young person is ready for life in our global 

community. 

 
 
Our students have an appetite for success and our staff are committed to unleashing their potential. We 

know that academic achievement of the highest order is within our reach and we now look to consolidate 

this progress and continue to push for further sustained improvement, as we strive to become a truly 

exceptional school. With this in mind, we are looking for outstanding professionals to join our staff body 

who demonstrates the ability to achieve above national student outcomes and make a significant 

difference to the lives of the young people at Ash Green School. 

 
 
This position of Finance Assistant is a key appointment and the successful candidate will be part of a 

dynamic team with a wide ranging array of responsibilities. Please complete an application form in full. 

Please use the person specification as a guide for your application.  

 
 
Deadline for applications:               Friday, 21 May 2021 

Completed applications to be submitted to:         Catherine.Kelly@ashgreenschool.org.uk 

 

 

Shortlisting will take place on Monday, 24 May 2021 and Interviews will take place on Wednesday, 26 

May 2021. 

 
 

I look forward to receiving your application. 

 

 

Umbar Sharif 

Principal 
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ABOUT 
CREATIVE 
EDUCATION 
TRUST 
 

Creative Education Trust inspires and enables young people to build successful 

lives on foundations of learning, resilience and employability. We believe that a 

rewarding educational experience and the highest possible qualifications are the 

best way to ensure social mobility for young people. 

Creative Education Trust is a growing multi-academy trust educating over 13,000 

children in England. It was established in 2010 to work in England’s post-industrial 

cities and coastal towns: areas of economic disadvantage and with a history of 

academic underachievement. We transform these schools by integrating a knowledge-

rich curriculum with skills and creativity. 

Creative Education Trust defines creativity as the ability to find connections between 

the things we know and turn these connections into new ideas and action. The academic 

arts and the sciences, practical subjects and life skills all need this creativity, and 

creativity is valued highly by employers. Our staff and expert advisers use imaginative 

methods for linking knowledge across subject boundaries, fostering personal 

development and resilience and developing practical skills that  

prepare students for their transition to adult life and employment. 

 

 Raise their attainment in exams and 
tests through outstanding teaching 

 Make them intellectually curious with a 
sense of confidence 

 Increase their participation in HE, FE 
and apprenticeships 

 Ensure they have employable skills and 
attitudes 

 Create rounded individuals through a 
wide choice of co-curricular activities 

 Educational rigour 

 Organisational effectiveness 

 Financial efficiency 

 Partnership & recognition of local identity 

 Respect for autonomous leadership 

 Quality not quantity 

 Promoting practical creativity 
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ABOUT 
ASH GREEN 
SCHOOL 

 

 

 

 

 

Our mantra above conveys and underpins our whole approach, identifying and releasing the  

potential of each child as they proceed through their seven-year journey, giving them the very 

best possible opportunities to become a successful person in our 21st century global community. 

     Here at Ash Green School, we are exceptionally proud of unlocking the academic talent that 

is found within our students and strongly believe each individual will thrive in our high-

achieving environment. We provide the very best opportunities for everyone to excel and 

nurture all the fantastic qualities that are not materialistic or target driven. Success for us is 

measured by sending out happy, confident and independent young people who are ready 

for the challenges of university and the world of work. 

      We provide an education that has an international outlook; opening minds to the world around 

them and instilling skills of enquiry, reasoning and problem solving. We are passionate about 

developing oracy; from the start of year seven an extensive vocabulary toolkit is developed, and 

we offer many opportunities to practice speech making. 

Being a community academy within the Creative Education Trust family, we benefit from 

partnership working and enriching opportunities to assist student development. We are 

fiercely committed to ensuring the academic, technical, creative and emotional support is 

of the highest quality for every young person we serve. There is no glass ceiling at Ash Green 

School. 

 
Our on-site facilities include: 

 Sports fields including 5-a-side football pitches; 

 Multi-Use Games Area marked up for netball and football; 

 Lecture Theatre with sound system and projector; 

 Hall complete with tiered seating; 

 Interactive whiteboards in every classroom; 

 Open-plan library with wide range of reading materials 

 A new spacious 14 classroom block and office’s opened in September 2018 

 

 

  To see full details of the school performance data please visit:  
https://www.compare-school-performance.service.gov.uk/school/139068/Ash Green-academy 

Ash Green School is a Good School with Outstanding 
features 

 

 

OFSTED MAY 2017:  
GOOD 

Every Moment: High Expectations 

Every Lesson: Do Your Best 

Every Day: Make A Difference 
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SUPPORT  
FOR OUR  
STAFF 
 

PROFESSIONAL DEVELOPMENT 
 

 We ensure that CPD is closely tailored to the needs of our teachers by              
linking it closely to their feedback.  

 

 We do not operate a CPD hierarchy, we believe that we can all learn from          
each other regardless of experience. 

 

 CPD is delivered through structured training days and twilight sessions with days  
off in lieu.  

 

 Our Pedagogy Improvement Team (PIT) provide in house expertise on all aspects 
of educational practice, supported by a host of external experts provided by our 
Sponsor, The Creative Education Trust. 

 

 We tier our support carefully to support teachers who are struggling and provide 
time for improvements to take hold. 

 

 We work closely with Ambition School Leadership and provide aspiring middle and 
senior leaders with focused leadership development opportunities paid for by the 
Creative Education Trust. 

 

WE ALL PURSUE A STRONG WORK LIFE BALANCE 
 

 Our staff are encouraged to make time for themselves and their families. 
 

 There are no expectations for teachers to answer emails outside of working hours 
and particularly at weekends. 

 

 Our Senior Managers are constantly working to streamline our systems so that they 
work better and save more time – we strive to only do things that are going to make 
a difference. 

 

 We openly consult with staff over significant changes which will impact on their 
working practices. 

 

 We have a strong culture of peer-to-peer praise through our weekly ‘Ash Green 
Gurus’ reward cards. 

 

 We provide all of our staff with a half termly opportunity to participate in expert 
professional supervision – we encourage our staff to talk, keeping things to yourself 
is not a sign of strength. 

 

 We have an ‘Open Door’ to Senior Leadership – no concern is too small. 
 

 We run seasonal events that allow students and staff to show their less serious 
sides e.g. Own-clothes days, Christmas Jumpers and World Book Day. 

 

 We provide our staff countless opportunities to get involved in the life of the school 
including Duke of Edinburgh Award and international visits and exchange 
opportunities. Recent activities include an exchange to China, visits to Ghana, 
Barcelona, Belgium and the USA.
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Finance Assistant 
JOB DESCRIPTION 
AND PERSON 
SPECIFICATION 
 
 

LOCATION 

Ash Green School, Coventry 
 

SALARY 

Scale F Pt 6 – 11 (£19,698 - £21,748) FTE 

37 Hours per week / 52 weeks per year 
 

THE ROLE 

To assist the Finance Manager with the day-to-day 

financial management of both Ash Green School and 

Three Peaks Primary Academy, ensuring compliance 

with the requirements of the Academies Financial 

handbook, Creative Education Trusts Finance Manual 

& CEAT Scheme of Delegation. 

 

To ensure high standards of financial probity and value 

for money within both trust academies. 
 

REPORTING LINES 

Finance Manager  
 

KEY RESPONSIBILITIES 
 

 To ensure that approved procedures are followed in 
respect of ordering, receipting and authorising 
purchases of all Academy Goods and Services. 

 To create system generated, sequentially 
numbered, Academy purchase orders & to issue 
the appropriately authorised PO’s to suppliers. 

 To check all requisitions are approved by the 
appropriate budget holder. 

 To ensure all purchase orders are coded in line 
with each Academies nominal & cost centre coding 
structures as outlined in the annual budgets. 

 To check that sufficient remaining budget exists 
before submitting purchase orders for final 
approval.  

 Checking & processing deliveries and associated 
Goods Received Notes (GRN’s). 

 To regularly review the commitments reports, chase 
outstanding deliveries, invoices. Review 
commitments no longer required, and advise 
Finance Manager of commitments that need to be 
cancelled. 

 Review supplier statements, ensuring all invoices 
are paid in a timely manner and that payments are 
aligned to supplier payment deadlines. 

 Proactively deal with any queries on purchase 
orders, GRN’s or supplier invoices to ensure a 
speedy resolution.  Liaise with staff and suppliers 
as required. 
 
 
 

 Process invoices, highlighting to the Finance 
Manager any non-order invoices & invoices that do 
not exactly match the value of the authorised 
purchase order. 

 To scan all invoices & income remittances, 
attaching them to transactions in the accounts 
system (PS Financials) in a timely manner. 

 To verify & enter appropriately authorised staff 
expense claims. 

 To verify & enter appropriately authorised credit 
card transactions. 

 To prepare fortnightly payment schedules to aid 
with Payment runs, for Finance Manager to submit 
to Lloyds. 

 To assist with monthly VAT report queries, 
populating any gaps in supplier information. 

 Recording & storage in the safe of gift vouchers, 
maintain a signature log of any issued to staff. 

 Parentpay administration, update and maintain 
Parentpay items.  Responsibility of resolving 
Parentpay queries by liasing with parents, students 
and Parentpay. 

 Lettings administration, passing relevant 
information to Finance Manager to raise Sales 
invoices, aid in resolution of any associated 
queries. 

 Setting up authorised new suppliers on the 
accounts system, including all essential static data 
eg: VAT registration number & bank details. 

 Process journals, such as monthly reprographics 
recharging of costs across faculties, aligned to 
usage. 

 Sort, date stamp and action any financial related 
post. 

 Maintain accurate financial records and to adopt an 
efficient & effective tidy filing system, ensuring that 
both meet audit requirements. 

 To answer the finance telephone, and to resolve 
queries both by phone and in person. 

 To assist the Finance Manager, as & when 
required, with the recording of academy assets & 
subscriptions on the academy asset management 
software (Parago). 

 To assist the Finance Manager with the production 
of financial reports for internal & Trust reporting 
requirements. 

 

OTHER DUTIES 
 

 Access SIMS, as & when required to access data 
needed to complete finance tasks. 

 To raise queries with the Finance Manager, in the 
first instance. 

 Attend and participate in team meetings 

 To undertake ownership for various projects to 
meet the needs of the academy, in order to achieve 
project goals and assist the effectiveness of the 
academy. 

 To undertake training and development relevant to 
the post, where required. 

 To undertake any other duties as directed by the 
Finance Manager & the Regional Head of Finance. 

 Cover the schools reception as directed 
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 To undertake any other duties, training, hours of 
work as may be reasonably required which are 
consistent with the general level of the role, as and 
when required.  

 
 

 
 
 
 
 
 
 

 

 ESSENTIAL DESIRABLE 

QUALIFICATIONS  Right to work in the UK 

 GCSE’s (or equivalent) including English & 
Mathematics A-C 

 

EXPERIENCE  Experience of purchase ledger and accounts 
receivable procedures. 

 Experience of working with computerised financial 
systems. 

 Experience of financial procedures, cash handling 
and cash security. 

 Experience of liaising with non-financial staff 
members and external suppliers. 

 Experienced at providing effective administrative 
and financial support service, ideally within a school 
environment. 

 Excellent administrative and organisational skills. 

 Competent user of Microsoft office and Excel, 
confident to learn and use new techniques 

  

COMPETENCIES 
WORKING WITH 
PEOPLE 

 Listens well, communicates clearly and fluently. 

 Maintains confidentiality and discretion. 

 Adapts well to working in a team and helps to build 
team spirit. 

 Relates well to people at all levels. 

 A ‘can do’ and ‘will do’ attitude 

 Develop strong, positive relationships with Creative 
Education Trust colleagues.  
 

 

COPING WITH 
PRESSURE AND 
SETBACKS 

 Works productively in a high pressure environment 

 Maintains a positive outlook at work 
 

 

ADAPTING AND 
RESPONDING TO 
CHANGE 

 Adapts to changing circumstances and is proactive 

 Rapidly learns new tasks and commits to memory 
new information and new processes. 

 

ORGANISING AND 
EXEUCUTING 

 Focuses on customer needs and satisfaction 

 Sets high standards for quality and quantity 

 Works in a systematic, methodical and orderly way 

 Follows procedures and policies 

 Manages time effectively 

 Accepts and tackles goals with, motivation energy 
and enthusiasm 

 Uses technology to achieve work objectives 
 

 

SAFEGUARDING  A commitment to safeguarding and promoting the 
welfare of children and young people  

 Candidates must demonstrate an understanding 
and acknowledgement of the individual’s 
responsibility for promoting and safeguarding the 
welfare of children and young people  

 



 

  

7 

 Candidates must be able to undergo successful 
checks in line with standards for ‘Safeguarding 
Children and Safer Recruitment in Education’. 
Appropriate and relevant references will be checked  

 Candidates must demonstrate 
awareness/understanding of equal opportunities  

 

OTHER 
REQUIREMENTS 

 Upholds ethics and values, demonstrates integrity 
and promotes and defends equal opportunities. 

 Commitment to the safeguarding and welfare of all 
pupils. 

 This post is subject to an enhanced Disclosure and 
Barred service check 

 

 

Creative Education Trust is committed to safeguarding and promoting the welfare of our children and young people and expects all staff and 

volunteers to share this commitment. The successful applicant will be required to undertake relevant safeguarding checks in line with 

Government safer recruitment guidelines. 


