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Finance & Administration Officer
John Chilton School
Grade 7, Scale Point (23-25) Salary £38,397-£39,417 (Pro Rata) inclusive of London Weighting and Ealing Supplement
Hours: 35 hours per week, Term Time Only (40 weeks)
Start date: ASAP (or as agreed)

John Chilton School is a successful and innovative school for pupils aged 4–19 with complex physical, medical and learning difficulties. We pride ourselves on our inclusive ethos and creative approach to supporting pupils to achieve their full potential in a unique and nurturing environment across two sites.
At John Chilton School we want our staff team to reflect the rich cultural diversity of the school and local community. We would like to employ staff that help us achieve our ambition of being a proactive anti-racist school, that empowers all our pupils, staff and families, and enables all to achieve and grow.
We are seeking to appoint an enthusiastic, organised and highly motivated Finance & Administration Officer to support the effective running of our school’s financial and administrative systems.
This is a key role within the school, working closely with the School Business Manager and wider leadership team to ensure high-quality operational and financial management.

About the Role
You will:
· Take responsibility for the school’s day-to-day operational finances, including raising orders, processing invoices, reconciling accounts and managing petty cash 
· Manage the school’s private/unofficial fund, ensuring compliance and audit readiness 
· Oversee financial processes related to trips, events and parent payments 
· Provide high-level administrative support, including producing detailed reports, analysing data and maintaining accurate digital records 
· Support the development and monitoring of administrative systems and procedures 
· Assist in the management of school resources, inventory and stock control 
· Work collaboratively across both school sites, including occasional front office/reception support 
· Contribute to the wider life of the school, including events and communication with families 

What We Are Looking For
The successful candidate will:
· Have proven experience in finance and administration, ideally within a school or similar setting 
· Demonstrate excellent ICT skills, including high proficiency in Microsoft Word, Excel and databases, with the ability to analyse data and produce clear reports 
· Have experience using school systems such as FMS (or similar financial/management systems) 
· Demonstrate excellent organisational and multitasking skills, with the ability to manage competing priorities 
· Have strong numeracy, literacy and communication skills 
· Be able to work independently and use initiative to solve problems 
· Build positive relationships with staff, pupils, families and external partners 
· Remain calm and efficient under pressure 
A flexible, proactive approach and a strong commitment to teamwork are essential.

How to apply
Application forms and job descriptions can be downloaded from the school website https://john-chilton.ealing.sch.uk/work-with-us/join-our-team/vacancies/ You can also contact the school to request further information by emailing. 
Candidates are welcome to visit the school. Please contact Andrea Keogh vacancies@john-chilton.ealing.sch.uk   to arrange a suitable date and time.
We are committed to safer recruitment, safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment. The successful applicant will be required to apply for an Enhanced Disclosure from the Disclosure & Barring Service (DBS). Further information can be found at: https://www.gov.uk/government/collections/dbs-checking-service-guidance--2 
Candidates who have lived or worked abroad may require an overseas police check and may be asked to provide a good conduct certificate. Further information can be found at www.gov.uk
In line with KCSIE 2025 and safer recruitment practices, the school will conduct an online search for all shortlisted candidates. The online search is part of our safeguarding checks and will seek publicly available information on candidates’ suitability to work with children.
It is an offence to apply for the role if the applicant is barred from engaging in regulated activity relevant to children.
Closing date: Friday 8th May 2026, noon
Interviews: Week commencing Monday 18th May 2026
How to apply: An application pack is available from the school website: www.john-chilton.ealing.sch.uk 
Completed application forms to be returned to Andrea Keogh vacancies@john-chilton.ealing.sch.uk
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