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Dear Candidate

Thank you for your interest in the role of Finance Assistant for Greenshaw Learning Trust (GLT). We
are seeking to fill full time or part time position, due to the extension of the schools joining the Trust.

We are proud members of the Greenshaw Learning Trust, a ‘family’ of like-minded schools, that
collaborate to provide mutual support, share their good practice and learn from each other, whilst
retaining and developing our own distinctive character.

The Trust is a vibrant and forward-thinking community of teachers, support staff and learners
committed to educating the ‘whole child’ to improve life chances, whilst securing the best possible
outcomes for students. We encourage all young people to work hard and make the most of the
opportunities they are given. Our amazing team of teachers and support staff themselves
demonstrate and encourage a lifelong love of learning, both within and beyond our curriculum.

As one of the highest performing multi-academy trusts in the country, we currently comprise of
thirty four schools: eleven in South London, five in Berkshire, one in Surrey, fourteen in
Gloucestershire and South Gloucestershire, and three in Plymouth. We are continuing to grow and
have further schools joining us on a regular basis.

We are ambitious about diversity and inclusion and very much look forward to receiving applications
from candidates whose personal qualities and values reflect those in the person specification and
whose experiences also place them in a strong position to deliver the challenges set out in the job
description. We encourage applications from candidates regardless of age, disability, gender identity,
sexual orientation, pregnancy, marital status, religion, belief, or race.

Greenshaw Learning Trust is committed to safeguarding and promoting the welfare of children and
young people therefore this appointment will be subject to vetting, including an enhanced DBS
disclosure.

The school websites provide a clear picture of our aspirations and our vision; however, please do not

hesitate to contact us to seek further information financemanager@greenshawlearningtrust.co.uk.

We very much look forward to receiving applications from candidates whose personal qualities,
values and experiences support and reflect ours.

Yours sincerely

Jill Gerrish
Head of Finance

Greenshaw Learning Trust — ‘Always Learning’
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GLT is one of the highest performing multi academy trusts in the country that provides high quality
comprehensive, non-selective and inclusive education. The Trust is committed to meeting the needs
of every student and our schools offer a broad curriculum and wide range of special needs provision
in a welcoming and challenging environment.

We are extremely proud of our success, but we are not complacent. We believe that we can —as an
academy trust, as schools and as individuals — always improve. We are all ‘Always Learning’.

Each school in GLT is led by its own leadership team and a governing body, which have the support
of the wider Trust to help them achieve their objectives for their school. Being part of the Trust
provides our schools with an effective structure, collaboration, and support. Our culture of trust
and openness fosters mutual support and continual improvement.

At GLT it is really important to us that our classrooms are disruption free and the schools are calm
and orderly. Our shared behaviour policy assists to make this happen and enables our teachers to
have the greatest impact on the educational outcomes of the children in their classes.

School-to-school collaboration is enabled by regular contact between school leaders. Our shared
services professionals provide a wide range of effective, rapid and flexible support, advice and
guidance to our schools, including curriculum support, school improvement, staff training and
development, admissions, attendance, behaviour, safeguarding and SEND, pupil services, estates,
finance, HR, IT, catering, clerking, procurement and governance.

From its establishment as a multi academy trust in 2014, the Trust has grown significantly and
currently employs around 3,400 people and educates over 22,000 students. Further information
about our schools can be found here.


https://www.greenshawlearningtrust.co.uk/page/?title=Our+Schools&pid=9
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The Greenshaw Learning Trust Mission Statement

We are ambitious for our schools and their students. We believe that there is no ceiling on what can
be achieved by anyone, regardless of their circumstances or background.

We are committed to providing a supportive and inclusive learning environment, giving every young
person the opportunity to fulfil their potential now, and in the future.

We seek to realise the power of individuals and organisations working together in collaboration
whilst retaining their individuality, and we recognise that we can always improve.

Greenshaw Learning Trust Employee Benefits

The GLT recognises that our employees are our most important asset, and we are aware that the
quality and commitment of our employees is critical to our success. We offer all our employees the
following staff benefits:

A supportive ethos and concern for the well-being of all colleagues

Excellent CPD opportunities and career progression

Employer contributions to Local Government (LGPS) or Teachers Pension Scheme
Cycle to Work scheme

Gym membership scheme

Employee Assistance Programme

Free eye tests

Car benefit scheme

My Health discounts
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Terms and Conditions

Line Managed by:

Line Management:

Contract:

Salary:

Hours of Work:

Place of Work:

Medical
Examination:

Superannuation:

Holiday
Entitlement:

Probation Period:

Disclosure & Barring
Service Check:

Right to Work
Check:

Senior Finance Officer

N/A
Permanent

Salary calculated in line with NJC pay scale, points 7 —11

England £25,584 to £27,269 FTE
Outer London £29,346 - £31,074 FTE

(starting salary and pay points will be aligned with relevant regional NJC
spine on appointment, dependent on the location of the postholder)

36 (full time) or between 20 and 30 (part time) hours per week, 52 weeks
all year round

Hybrid at one of our locations - Gloucester Academy, Painswick Road
Gloucester GL4 6RN/ Oru space, Sutton, SM1 4AF

The appointment is subject to a satisfactory medical report

Under the Social Security Act 1986 the post holder has the right to make
their own pension arrangements. They may choose to contribute to the
Local Government Pension Scheme (LGPS) or a Personal Pension Scheme.
Details of the Local Government Pension Scheme are available at:
https:

www.lgpsmember.or

Under the Social Security Act 1986 the post holder has the right to make
their own pension arrangements. They may choose to contribute to the
Teachers’ Pension Scheme or a Personal Pension Scheme.

The annual holiday entitlement is 23 days plus 2 extra-statutory days (For
FTE staff)

New employees are required to complete a six-month probationary period

This appointment is subject to the receipt of a satisfactory enhanced
Disclosure and Barring Service check

This appointment is subject to verification of the right to work in the UK.
Where the successful candidate has worked or been resident overseas in
the last five years, such checks and confirmations may be required in
accordance with the statutory guidance


https://www.lgpsmember.org
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Job Description

To support the work of our Head of Finance, to ensure the effective operation of the finance function
within the Shared Services Team and our schools, ensuring compliance with legal and financial
regulations and the Trust’s financial policies and procedures.

Responsibility for the accurate and timely processing of all financial transactions for schools within
the Greenshaw Learning Trust on the Trusts financial systems to include:

Main responsibilities and duties:
® Process all orders
® Process all goods received notes

e Post all invoices ensuring compliance with Value for Money and following Trust procurement policy
including budget monitoring

® Prepare a BACS run to pay suppliers, staff expenses and pupil bursaries
® Ensure credit card transactions are authorised and posted on PSF

® Post entries and confirm reconciliation of Petty Cash

® Post entries for trips

® Post staff expenses

® Ensure timely payment of Bursaries

® Raising of sales invoices

® Accurate coding and recording of VAT

® Ensuring compliance with legal and financial regulations and the Trust’s financial policies and
procedures

e Other task as may be required from time to time
The duties and responsibilities in this job description are not restrictive and the post holder may be

required to undertake any other duties that may be required from time to time. Any such duties
should not however substantially change the general character of the post.
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Person Specification

The successful candidate will meet the following person specification. Please note that the listed criteria
will form the basis of the selection process. Applicants should address all elements of the Person
Specification, demonstrating experience and where appropriate citing supporting examples within their
application.

Criteria

Essential

Desirable

Training, Qualifications and Experience: On their application form, candidates will demonstrate that they
have the following training, qualifications, and school experience:

® GCSE education to include English
Language and Maths (or equivalent)

e Experience of using financial systems
and double entry book-keeping

e Sound knowledge of Microsoft Office,
particularly Excel

e Experience of working in a school or
academy finance office

Personal and Professional Qualities and Attributes: In their statement of suitability and during the
selection process, candidates will demonstrate the ability to:

e Demonstrate a commitment to
safeguarding and promoting the
welfare and development of young
people

e Work in an organised way with
meticulous attention to detail

e Excellent communication and
presentation skills — orally and in
writing

e Ability to establish positive
relationships and work as part of a
team

Additiona

| Requirements: In their statement of suitability

and during the selection process, candidates will

demonstrate that they can meet the following requirements:

e Ability to demonstrate understanding
of safeguarding and equal
opportunities

e Ability to deal with confidential
information appropriately

e Ability to travel to other schools
within the Trust

e A flexible approach to working hours

e Use of car and current driving license
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The Recruitment Process

1. Application

Visit our website to view our current vacancies here

To apply for a staff vacancy, please register for an online account and complete the online application
form. The recruitment process is managed via your online account, and you will receive regular
notifications regarding the progress of your application.

You have the opportunity to upload an attachment to support your application if desired. In the
application form you should demonstrate how you meet the requirements set out in the Person

Specification. Please include specific examples which support your application.

Applications must be received no later than 11.59pm on 25th November 2024. Applications received
after this date will not be considered.

2. Shortlisting

Shortlisting will be finalised on 27th November 2024. Shortlisted applicants will receive an email
inviting them to select their preferred interview time. Please ensure you enter your correct email
address on your application form and provide a contact telephone number. References may be taken
up after shortlisting. Please ensure you indicate clearly on your application form if you are happy for
us to do so.

3. Interview Process

Interviews will be held on 28th and 29th November 2024. Applicants may also be asked to undertake
a practical test related to the knowledge and abilities in the Person Specification.

4. Feedback

Unsuccessful shortlisted applicants will have the opportunity for professional feedback during the
week following the interviews.

5. Taking up post
The successful applicant will take up the post on 02 January 2025.
6. Additional information

For further information, please contact financemanager@greenshawlearningtrust.co.uk.

7. Safeguarding
Greenshaw Learning Trust is committed to safeguarding and promoting the welfare of children and

young people and expects staff and volunteers to share this commitment. The successful applicant
will be subject to an Enhanced DBS and barred list check.


https://ce0218li.webitrent.com/ce0218li_webrecruitment/wrd/run/ETREC179GF.open?WVID=074436HN23
mailto:financemanager@greenshawlearningtrust.co.uk

