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Dear Applicant,

I would like to thank you for your interest in applying for the position of Finance/HR officer at our school.

Wormholt Park is a diverse, friendly, welcoming and inclusive school within the London Borough of Hammersmith and Fulham. We are a Gold UNICEF ‘Rights respecting’ school and one of the first in London to achieve the EQualities Award. 

Our aim is to provide a fun, safe and nurturing environment, in which children are valued, inspired and enjoy their time at school. We strive to provide an exciting and stimulating curriculum with many opportunities for trips, visits and workshops which enrich the learning experience; this is combined with high expectations of attainment, achievement and behaviour.

Our working environment is supportive, collegiate and friendly, with excellent career development opportunities. Leaders are committed to ensure that staff achieve their full potential, as well as the children!

You can find out more about us by visiting our website at www.wormholtparkprimary.co.uk, or by contacting the school and speaking to me.

Application closing date: 10th July 2025 (at 12.00 noon)
Shortlisting: 10th July 2025		
Interview Date: 15th July 2025
Start Date: 01 September 2025

We look forward to meeting you.
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Anika Hargie
Head Teacher





About Our School

Wormholt Park Primary is a two form entry inner city community school situated in the Wormholt and White City ward of Hammersmith and Fulham. It has its own Nursery provision.

The school is ethnically diverse with over forty home languages being spoken. Current levels of free school meal entitlement and pupil premium are significantly higher than the national average; consequently, the school is able to ensure that there are sufficient funds invested to meet the diverse needs of our pupils. Our SEND provision is excellent. We have a dedicated Arts studio and ensure that our curriculum is broad, stimulating and exciting.

Wormholt Park Primary School is committed to safeguarding and promoting the welfare of children and young people and our staff share this commitment. An enhanced DBS disclosure is required for successful appointees in accordance with Safeguarding Children and Safer Recruitment in Educational legislation.

Please visit the school website for a full picture of the work we do to make sure our children are happy and achieving their very best.

Our Vision      
                             
Our school vision states that every child will leave this school:
· Achieving their very best
· Happy and confident
· Tolerant and respectful of themselves and of others
· Always reaching for the stars!

Intent

To make this happen, we have designed a skills and knowledge based curriculum which recognises all children as individuals and supports them to recognise they have a role to play as members of the local, national and global community:
· We will promote children’s curiosity and enthusiasm for learning
· We will provide well planned, creative and experiential learning opportunities, building on prior knowledge and skills, that will be matched to the individual strengths and needs of the children
· We will provide opportunities through an exciting and engaging curriculum, including a wide range of workshops and trips and the Skills Builder programme, to develop skills for life
· We will create a happy, friendly, stimulating working atmosphere
· We will encourage self-confidence, resilience and the ability to make decisions
· We will celebrate all types of achievements so that everybody experiences the fulfilment of personal and shared success
· We will ensure that everyone has access to equal opportunities. We will expect sensitivity and acceptance of others, and good manners
· We will ensure that ‘Rights’ education is embedded within the curriculum and that all children know and can use the language of rights.
·  We will continue to promote our status as a ‘Rights Respecting’ school, developing pupils’ tolerance and understanding of others and equipping them for life in a diverse and rapidly changing society
· We will ensure that curriculum across the school, including Personal, Social and Health Education, Relationships and Sex Education and Religious Education, teach children about those different to themselves; to promote tolerance and help children understand the importance of education in combating prejudice


What we can offer you
· Excellent professional development opportunities
· A strong, friendly team in a highly professional working environment
· Season Ticket Loan (for permanent staff)
· Cycle scheme (for permanent staff)
· Workplace Options Employee Assistance Programme

If you are Interested…

If you wish to be considered for this appointment, please complete the application form and return to the school before the closing date / time. Your application should relate to the person specification and job description. 
You can find out more about us by visiting our website at www.wormholtparkprimary.co.uk, or by contacting the school and speaking to Anika Hargie.

Application closing date: 10th July 2025 (at 12.00 noon)
Shortlisting: 10th July 2025		
Interview Date: 15th July 2025


Finance / HR & Payroll Officer
Scale 5 / Scale 6 dependant on experience 
0.5 FTE (18 hours per week) Weekly working pattern negotiable
Term Time Only (39 weeks per year)

PERSON SPECIFICATION 
Please read this Person Specification carefully, as it will be used to assess candidates as part of the shortlisting and interview process. You should state any experience you have had, which shows how you meet the criteria, when you complete your application form. If you are selected for an interview, you may be asked to undertake practical tests to demonstrate some of the skills and abilities listed below. We will be looking for candidates who most closely match the following criteria but they do not expect the successful candidate to meet all the “desirable” criteria upon joining the school. However, the postholder will be expected to build on existing knowledge, experience, and skills during his/her continuous professional development. 

	Criteria
	Essential
	Desirable

	Knowledge
Qualifications 
Experience 
Skills 
Abilities
	· Good general education
· Experience in school finance 
· Knowledge of HR, payroll structures and administration 
· Experience of SIMS / Arbor
· Excellent ability in Microsoft
· Effective use of IT Software
· Able to maintain accurate financial information 
· Able to manage own workload to meet deadlines 
· Able to identify own professional development needs and ensure they are met
· Able to identify and manage potential risks in relation to role

	· Good awareness and understanding of school frameworks and funding 


	Personal qualities
	· Flexible approach to work
· Ability to take responsibility
· Acts with integrity, honesty, loyalty and fairness
· Confidentiality
· Self-starter but also able to work collaboratively with other team members
· Natural authority and confidence in dealing with people and situations
· Calm and organised under pressure
· Resilient and determined
	· Successful experience of role in wider school community





JOB DESCRIPTION

	Role
	Finance, HR and Payroll Officer

	Accountable to
	Headteacher, School Business Manager

	Job purpose
	· To assist the Headteacher and SLT to ensure that the school meets and maintains its educational aims, vision and values
· To assist the School Business Manager with the financial aspects of the school’s operations and ensuring all financial reporting is in place.
· To monitor the school’s finances with the School Business Manager, 
· To assist the School Business Manager with financial processes and compliance with HMRC and external audit requirements and recommendations




GENERAL:
· To follow all safeguarding procedures
· Ensure that all students have equality of opportunity
· Promote the school’s ethos and culture within the department and wider community
· To comply with the school’s Health and Safety policy

SPECIFIC DUTIES:
Financial Management
In partnership with the School Business Manager:
· Comply with insurance arrangements for the school
· Maintain the asset register with the Facilities Manager ensuring compliance with audit requirements
· Monitoring of outgoing invoices and aged debtors
· To ensure all aspects of financial management for school trips are overseen including collection of money including liaising with external financial support providers, processing of payments, and liaising with trip leaders with regards to costs 
· To ensure the collection and safeguarding of cash receipts prior to banking
· To ensure the school is complying with the Financial Scheme of Delegation at all times.
Financial Administration
· Action purchase orders in an accurate and timely fashion
· Action invoices in an accurate and timely fashion
· Completing bank reconciliations and identifying any variances
· Assisting in the preparation of month and year-end information
· Input internal and external journals as required
· Monitoring funds received through online system and creating journals to credit the correct nominal codes accordingly including school meals
· Administering petty cash
· Tracking PP/FSM Funds spent/allocated and assisting in the reporting of this as required
· Half-Termly departmental budget reports issued.
HR / Payroll
Responsible for the provision of a confidential support service to the Headteacher and maintaining a personnel system within the school i.e. staff records, recruitment, equal opportunities etc. 
· To provide information on who to contact for pensions and tax issues etc.
· To authorise staff salary payments for teachers and all support staff including processing any timesheets and submitting them to pay-roll by the required deadlines.
· To undertake the administration related to the recruitment of support staff, including arranging interviews, appointment letters, selection and attendance at interviews. 
· Payroll administration including maintaining accurate record of staff absences
· To liaise with the Headteacher making sure that all members of staff are paid correctly and that all staff have contracts of employment.
· To maintain a staff database on MIS to provide up to date information for the Headteacher when requested.
· To ensure that all staff have current DBS checks, maintaining a list on the school database, ensuring staff update when required.
· To carry out any necessary administration in relation to other deductions through the payroll including season ticket loan, cycle2work and kiddivouchers.
· To participate in training and professional development as required.
· To be aware of and promote the Council’s policies on Equal Opportunities on challenging discrimination and disadvantage in the areas of anti-racism and anti-sexism, disability and discrimination 
Lettings
· To administer all aspects of the school’s Lettings programme with the Facilities Manager ensuring that a balance is made between school needs and lettings.

[bookmark: _GoBack]General Administration
· Answer calls, visitors and assist with queries, from all stakeholders 
· Keep records in accordance with the school’s record retention schedule and data protection law, ensuring information security and confidentiality at all times
· Act as part of the school’s data protection team, taking responsibility for monitoring data
· protection compliance, advising and reporting on GDPR issues, as required

While every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not have been identified. Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description. You may also at times be required to deputise for the School Business Manager.
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