
 

 

 

 

 

 

 

 







Thank you for expressing an interest in joining Culcheth High School. Within this pack you will find 
information about the school, job vacancy and the application process.  

Due to the retirement of the current post holder we are looking to appoint an experienced Finance 
Officer to work within our small but very capable and supportive Finance Team. This role requires a 
flexible approach, great organisational skills, excellent accuracy and attention to detail.  

The successful candidate will report to the Finance Manager and assist in the efficient and prudent 
management of school funds through the provision of a comprehensive and accurate financial 
administrations service, The post holder will have responsibility for transactional processing and 
reconciliations, ensuring that payments to suppliers are processed in a timely manner.  

Responsibilities encompass a wide range of financial and administration tasks including: ordering, 
invoices and deliveries; petty cash; assisting with month and year end processes; income collection 
and reconciliation; maintaining journals.  

This is a fantastic opportunity for someone who enjoys working within a busy finance team, has 
excellent interpersonal skills, is organised and can maintain accuracy whilst dealing with a 
demanding workload.  You will be liaising regularly with staff, parents and suppliers and will need 
excellent customer service skills, demonstrating flexibility whilst adhering to financial policies and 
processes.  

Excellent verbal and numerical skills are essential as well as confidence with IT. You must be 
computer literate with a sound knowledge of Word and Excel.  

The role is 37 hours per week although there may be some flexibility regarding hours.   

Pre application tours of the school are welcomed 

Thank you in advance for the interest you have shown. We look forward to receiving your 
application. 

 

Yours faithfully  

 

 
C P Hunt (Mr) 
Headteacher 
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Title: Senior Finance Officer 

Responsible to: Finance Manager 

Salary Scale: Grade 5 

Hours of Work: 37 hours per week, term time plus two weeks, by negotiation
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