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BACKGROUND 

INFORMATION 
Blenheim is a dynamic, exciting and supportive environment in which to work. The school opened in 
September 1997 with one year group and has grown to its current size of approximately 1310 students 
on roll including 200 in the Sixth Form.  Blenheim is a mixed comprehensive and our reputation in the 
community is excellent and as a result the school is very popular.  The intake comprises of students 
from all areas surrounding the school and ability levels are varied.  Candidates should be entirely 
committed to the comprehensive ideal of education.  
 
The school is under new leadership as of April 2017 and with a virtually new wider leadership team 
we are putting in place a comprehensive programme of measures to improve the consistency of 
teaching practices across the school, the quality of assessments and the impact of feedback, so that 
all students make good or better progress. Our last Ofsted inspection was in January 2017 and we 
were graded as ‘Good’ in two categories and ‘Requires Improvement’ in three, with an overall 
judgement of ‘Requires Improvement’. The ethos of Blenheim High School now revolves around a 
growth mindset where all members of the school community are actively encouraged to develop the 
characteristics of constant improvement, being open to new ideas, hard work and resilience.  
 
We converted to Academy status in March 2012 and we have developed many community and 
primary school links. We are fortunate to have outstanding facilities and we are a well-resourced 
school. All classrooms are equipped with interactive whiteboards and we work hard to provide a 
stimulating environment in which students can learn. We have an iPad for Learning Scheme under 
which all students have access to an iPad, the overwhelming majority having their own personal 
device. All teaching staff, therefore, need to be willing to engage with new technologies.  Visitors to 
the school constantly remark on the calm, purposeful learning ethos that they observe.  We are 
fortunate for the school to be situated in its own grounds and have grass football and rugby pitches 
along with gardens around the school.  We also have an all-weather pitch. 
 
We typically achieve strong examination results which are well above the national average in many 
cases. In 2017, our A*-C pass rate was over 59% in 8 different GCSE subject areas. In Art, Drama, 
History, Leisure and Tourism, Technology (Food, Graphics, Resistant Materials and Textiles) over half 
of all the grades were A* -B. In our Technical awards we had a 100% pass rate (Pass to Distinction*) in 
Health and Fitness, Food and Cooking, Construction and ICT. Results in core subjects have remained 
well above the national average for Blenheim students in 2017 with 69% gaining the new 9-4 GCSE 
grade in Mathematics and 71% in English, with 26% of the grades being the highest new GCSE grade 
of 7-9 in English and 16% in Maths. In Science, Biology, Chemistry and Physics, 85% of students secured 
a C grade and above, with over one third of the results being A*/A.  Outcomes in the Sixth Form were 
also strong with the progress students made being equivalent to the top 15% nationally (Alps 2017). 
The majority of students secured first choice University places including Durham, UCL, Loughborough, 
Exeter, and Warwick.  50% of grades achieved at A2 were A*-B in 2017, with 81% at A*-C (School 
record).  
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 Job Profile 

The Role 

To be responsible for the day-to-day financial management of the School, ensuring compliance with 
the requirements of the Academies Financial Handbook as well as high standards of financial probity, 
and value for money, within the School. 
 
Responsible for the production of financial and management accounts to the highest standard, to 
enable the School to make sound financial, strategic and commercial decisions.  Particular 
attention must be paid to embedding best practice procedures and processes throughout the Finance 
department.  
 
Reports to 
 
The Director of Finance and Operations [DFO]. 
 

Safeguarding 

You are expected to be familiar with all school policies in particular safeguarding procedures and to 
promote the welfare of children. 
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Key responsibilities 

Overall 

 To be responsible, with the DFO, for all aspects of Financial Administration at the School. 

 To contribute to the achievement of the educational vision for the School. 
 

Finance & Reporting 

 Produce periodic management performance reports as required by the School. Present these 
reports to and discuss them with the DFO taking appropriate, effective follow-up action to 
improve School’s operating performance.  Delivered within defined timescales and prepared in 
line with accounting policy and statutory accounting standards. 

 To complete the monthly management reporting pack; ensure that it is accurate, complete and 
delivered in line with defined timescales. 

 To ensure that all balance sheet accounts are reconciled on a monthly basis and that any areas 
requiring action are dealt with promptly. 

 To ensure timely production and issue of financial reports, cash flow forecasts and returns as 
required. 

 Support DFO with the cash flow and cash management of the School’s funds. Provide strategy 
support in the investment of cash to maximise the returns for the School.   

 To support the DFO with preparation of the annual budget for approval by the Local Governing 
Body. 

 To maintain finance filing systems, ensuring that records are suitable for audit purposes. 

 To establish and maintain a comprehensive fixed asset register. 

 Coordinating the work of the finance office staff, ensuring efficient running of the office and 
provision of cover as required. 

 To take responsibility for the School’s accounting procedures, ensuring all are adhered to within 
the School. 

 Maintain accounts on the mainframe accounting system in order to ensure that financial 
management information provided to schools is accurate, up to date and complete. 

 Provide data from the accounting system to enable the completion of statistical returns and 
completion of statistical returns within legislative requirements when required. 

 Ensuring that the requirement of Inland Revenue and Charity Commission are met. 

 Document processes and work with Finance and other colleagues to identify, promote and 
implement improved ways of working. 

 Provide suitable cover for colleagues' absence and develop a working knowledge of all the 
department's jobs. 

 Ensure that all fixed assets are correctly processed in line with financial regulations and are 
auditable.  

 Supervise the completion of the grant claims to ensure accurate expenditure levels are reported.  
Maintain appropriate arrangements for the control and monitoring of expenditure relating to 
specific grants. 
 

Budgets 

 To support DFO on the annual budget setting in line with the EFA timelines. 

 To provide support to the Director in the submission of quarterly forecasts and annual 
budgets/strategic plans to the Governing Body and EFA. 

 To provide strategic support on the future development plans relating to finance of the School. 
 



5 | P a g e  

 

Auditing 

 Support DFO with external auditors, taking the lead in facilitating the arrangements for all audit 
arrangements. 

 To support in producing the full year end statutory accounts (Report and Financial Statements) for 
audit review at the end of each financial year. 

 Provide accounting information and schedules in connection with the production of the annual 
financial statements for Blenheim and respond to Auditors' queries on the same. 

 To provide full audit support to external auditors including maintenance of audit information on 
an ongoing basis. 

 To assist with carrying out financial audits within department units, reporting on findings and 
recommending follow up actions. 

 To ensure the statutory accounts are submitted to the EFA and Companies House within the set 
time frame. 

  

 Purchasing and contracts 

 To take responsibility for all financial transactions within the School, including purchase orders, 
invoicing, BACS payments and petty cash. 

 To ensure receipt, safekeeping and banking of all money received by the School. 

 To co-ordinate the purchase of goods and supplies, ensuring that the School obtains best possible 
value for money from suppliers and contractors. 

 

 To work with the DFO to achieve the most competitive pricing for goods and services in 
compliance with current and relevant procurement legislation. 

 To work with the DFO to negotiate, manage and monitor contracts, tenders and agreements for 
the provision of services to the School, to ensure that services are delivered to a high quality and 
support the operation of the School. 

 Working with the DFO, monitor service level agreements and contracts to ensure effectiveness of 
delivery and value for money, negotiating more favourable terms where possible. 
 

Financial Database 

 To provide the lead on the management and reporting of parent pay ensuring controls and 
accuracy of data. 

 To reconcile pupil accounts and check for any outstanding commitments 

 Lead on maintaining and configuration of the SAGE application including data quality     
  

Other Duties 

 To provide financial support to teaching colleagues to ensure management information is 
understood and queries are efficiently and effectively managed. 

 Pro-actively suggest improvements and develop best practices within finance to improve the cost-
effectiveness, efficiency and added value of all services provided. 

 To lead on the School’s accounting system in term of inputting the necessary enhancements and 
changes in line with accounting policies. 

 To ensure the relevant policies for Blenheim High School are updated annually for approval by the 
relevant committees or main Governing Body. 

 To support DFO with the generation of income for the School through business activities. 

 To ensure the Disaster Recovery Plan is updated annually for approval by the Governing Body 
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 Provide training in all aspects of financial management including accounting system procedures, 
in order to secure efficient and effective use of financial resources using manual and computerised 
systems both during courses and on site. 

 To support DFO with commercial agreements and delivery of SLA by service providers. 

 To ensure the files and information kept is secure and GDPR compliant. 

 Support the Headteacher & DFO in the organising of applications and appeals for Capital Funds 
and appraisal of specific projects. 

 Any other duties as directed by the DFO and Headteacher. 
 

School Ethos and Culture 

 Support the Headteacher in fostering a strong sense of School community and ethos, acting 

as a positive role model to staff and students 

 To drive forward change and initiatives which promote regularity, propriety, value for money 

and best standards 

 
General 
 

 Demonstrate a keen interest in all aspects of school life. 

 To show solidarity by supporting school policy, and the senior leadership team, publicly. 

 To challenge school policy, and the senior leadership team, privately. 

 Commitment to individual continuous professional development, wanting to ‘get better’ by 
building on strengths but also recognising development areas and actively seeking to 
improve them. 
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Person Specification 
 

Qualification Criteria Essential Desirable 

Degree or equivalent and Qualified AAT or part-qualified accountant √  

Right to work in the UK. √  

Knowledge and Experience Essential Desirable 

Experience of financial procedures, including budget monitoring, purchase 

ledger, accounts receivable and cash handling/security 
E√ Desirable 

Highly developed spreadsheet skills and experience of working with 

computerised financial systems 
√  

Experience of management information reporting, budgeting and 

forecasting 
√  

Understanding of educational sector ethos  √ 

Experience of obtaining best value from suppliers √  

Skills and Abilities Essential Desirable 

Excellent written and oral communication skills E√ Desirable 

Excellent numerical and financial skills √  

Highly computer literate, with particular skill in using Microsoft Office and 

financial databases (Sage – advance level, PSF, HCSS) 
√  

Understands the importance of confidentiality and discretion √  

The ability to write clearly and concisely and to produce and maintain 

documents and systems 
√  

Effective team worker, able to make good judgements and lead when 

required 
 √ 

Demonstrates resilience, motivation and commitment to driving up 

standards of work and achieving excellence 
 √ 

Approachable, flexible, calm and caring with a ‘can-do’ attitude √  

Adaptable, organised and able to work with minimal supervision √  

Acts as a role model to staff and students √  

Vision aligned with Blenheim’s high aspirations and high expectations of 

self and others 
 √ 

Others Essential Desirable 

Commitment to equality of opportunity and the safeguarding and welfare 

of all pupils 
√  

Willingness to undertake training √  

This post is subject to an enhanced Disclosure and Barring Service check. √  
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The Application Process 

 

Please download and complete the Application Form and include a Statement of Application outlining 

your achievements to date and what you bring to the role, please ensure this is no more than two 

sides of A4. Completed applications may be emailed to Emma Matthews, Human Resources,   

matthewse@blenheim.surrey.sch.uk 

Alternatively you may post or hand deliver your application marking for the attention of Emma 

Matthews, Human Resources, Blenheim High School, Longmead Road, Epsom, Surrey, KT19 9BH. 

The closing date for receipt of applications is Monday 1st October 12 noon. We reserve the right to 

interview and appoint before the closing date if a suitable candidate is found; we would therefore 

welcome early applications. 

To find out more about the school or to arrange a tour of the school please contact Mrs Mel Hart, PA 

to the Headteacher, headteacher@blenheim.surrey.sch.uk  

Our school is committed to equal opportunities and to safeguarding and promoting the welfare of 

children and young people and expects all staff and volunteers to share this commitment. 

Appointment to this post will be subject to an enhanced DBS disclosure.  I enclose our policies for your 

information. 

I should remind you that you are liable to prosecution if you are included in the Disclosure and Barring 

Service’s/Disclosure Scotland’s Children’s Barred List and engage, or seek or offer to engage, in work 

which either involves contact with children or provides opportunities for contact with children. 
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