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Welcome, from the Cl

Dear Applicant

Thank you for taking an interest in Ascend Learning Trust, where we pride
ourselves on our core motto ‘Together we Belong, Believe, Become'. As a
community of schools we strive to achieve this through our relentless
commitment to our values of ‘Comypassion, Aspiration, Respect, Dedication and
Integrity’ for all of our students, with the potential of every individual within our
community valued. As a result of our newly founded values, we strive to ensure
that students receive an incredibly high standard of academic and pastoral care
to enable them to leave school with the very best platform for their future. The
schools within Ascend Learning Trust are a family, and as such they support each
other to continuously improve, providing strength to each other.

As a mother of 3 school age children at both primary and secondary level, | know
how important young people's school experience is and it is a privilege to lead an
organisation whose purpose it is to support this. As the newly appointed CEO of
Ascend Learning Trust (from September 2023) | am fully committed, along with
all of our staff to ensuring that each child's education is the very best that it can
be.

This pack will give you details of the job description and list the main duties of the
post, together with further details of the competencies (skills), experience,
gualifications, knowledge and abilities required to do the job. It is important that
you identify the competencies, experience, qualifications, knowledge and abilities
that will be assessed by application form, as you will need to provide evidence
that you meet these criteria.

References

We will require two satisfactory references before a job offer is confirmed; one of
which must be your Line Manager / Headteacher in your present or most recent
employment.

Please remember to check that your referees are actually available to provide a
reference, as failure to do this could cause a delay in confirming your
appointment.

Further information about the Ascend Learning Trust and the Academies within
it, is available on our website info@ascendlearningtrust.org.uk We hope you will
feel inspired to apply to work within the Trust.

Yours sincerely

Jane Coley
Ascend Learning Trust CEO

Together we Belong, Believe, Become



Finance Officer (Central)

Salary: Grade F, £25119 - £26,421 per annum (DOE) FTE
Type of role: Permanent, Full-time, 37 hours per week
Closing date: Midnight, Sunday 22" July 2024
Interview date: TBC

Job description

The job description lists all the main duties of the post, together with further
details of the competencies (skills), experience, qualifications, knowledge, and
abilities required to do the job.

The criteria listed within the job description detail the areas which will be
assessed at both application and interview. It is important that you identify the
competencies, experience, qualifications, knowledge, and abilities that will be
assessed by application form, as you will need to provide evidence that you meet
the criteria.

All employees have the responsibility to:

e Ensure any documentation produced is to a high standard and is in
line with the Trust brand style.

e Be aware and comply with all policies and procedures relating to
safeguarding, child protection, health, safety and security,
whistleblowing, confidentiality, and data protection, reporting all
concerns to the appropriate person.

e Participate in training and other learning activities as required.
e Participate in the Trust Performance Management process.

e Provide appropriate guidance and supervision and assist in the training
and development of staff as appropriate.

e Promote the area of responsibility within the Trust and beyond.

e Represent the Trust at events as appropriate and as directed by the
Chief Executive Officer.

e Support and promote the Trust ethos, vision, and values.
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Job Description

Role Summary: To undertake specific operational finance tasks to support to
ensure the efficient and effective use of the school’s budget, ensuring compliance
with the Trust Financial Handbook and Trust policies.

To be able to advise school staff on process so that all financial transactions are
compliant, accurate and timely.

Key Accountabilities:

e To gain a detailed understanding of the Access finance software to deliver
the following; processing of purchase requisitions, raising of Purchase
Orders, receiving, and matching invoices, GRN process — considering
relevant authorization and financial limits, as per the Trust Financial SoDA

¢ Managing the departmental mailbox to ensure all queries are dealt with
quickly and sensitively.

¢ On aregular and timely basis undertake the following tasks:

o Checking coding, placing orders, invoicing, preparation of weekly BACS
payment runs.
Receiving and recording income

o Utilising the ParentPay system, to facilitate reporting to teachers,
processing refunds, and answering queries.

o Reconciliation of financial systems used in school e.g., ParentPay, petty
cash, equals cards etc.

o Managing any queries from staff or suppliers

o Scanning to the system of all relevant financial documentation, i.e.,
guotes, invoices

e To work with the cluster Finance Manager to create and upload payment
files for the weekly payment runs, ensuring full sign off and compliance
with the SoDA

Supervision & management: None

Resources responsibility: Responsible for the maintenance and updating of
financial records. Provides factual advice and guidance on the schools’ financial
procedures.

All employees have the responsibility to:

e Ensure any documentation produced is to a high standard and isin line
with the Trust brand style.

e Be aware and comply with all policies and procedures relating to
safeguarding, child protection, health, safety and security, whistleblowing,
confidentiality, and data protection, reporting all concerns to the
appropriate person.

e Participate in training and other learning activities as required.

e Participate in the Trust Performance Management process.

e Provide appropriate guidance and supervision and assist in the training
and development of staff as appropriate.

e Promote the area of responsibility within the Trust and beyond.
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e Represent the Trust at events as appropriate and as directed by the Chief
Executive Officer.
e Support and promote the Trust ethos, vision, and values.
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Person Specification

Qualifications:

¢ 5 GCSE'sincluding Maths or English or equivalent.
e Good general knowledge
e AAT level 3, HNC, or equivalent demonstrable finance experience

Key Contacts and Relationships:
e Internal

All school staff.

Parents and students

Trust Finance Team External

Suppliers

Auditors

Knowledge & Skills:
Essential:
e ALT Safeguarding and GDPR training
e General experience of working in a finance role
¢ Working at or towards national occupational standards for accountancy

and finance, knowledge/ skills equivalent to current national qualifications
Level 3

e Extensive working knowledge of all areas of Microsoft Office
e To work without supervision and within strict timescales
e Excellent time management and organizational skills
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How to apply

Applications should be submitted
directly via MyNewTerm, you can access
our careers page using the following link:
ALT MyNewTerm

Please note CVs will not be accepted.
You must complete the application in
full giving details of all employment,
training, and gaps in employment since
leaving school.

Please ensure the closing date for
applications is met, we cannot be held
responsible for lost or late applications.
Due to the large number of applications
is it not always possible to respond to
each application but we aim to respond
within two weeks of the vacancy closing
date.

For more information about this role,
please contact our recruitment team on
recruitment@ascendlearningtrust.org.uk
or on 01793 781485.
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About

Ascend Learning Trust
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Welcome to Ascend Learning Trust, where we pride
ourselves on our core motto ‘Together we Belong,
Believe, Become'.

As a community of schools we strive to achieve this through
our relentless commitment tour values of * Compassion,
Aspiration, Respect, Dedication and Integrity’ for all of our
students, with the potential of every individual within our
community valued.

Compassion

To always show kindness, inclusivity and empathy to each
other and to encourage others to behave this way. To care
for those around you and to consider the needs of all.

Aspiration

To ‘dream big’ and to set your goals with no limits. You work
hard towards your goals and follow your dreams and always
believe that anything is possible.

Respect

To treat everyone as you would always wish to be treated in
both words and actions. This means listening to others,
appreciating differences, showing kindness and always
being considerate.

Dedication

Always try your very best to commit to and achieve all of
your goals and never give up even when things are tough.
Face challenges courageously and keep focused on your
goals.

Integrity

Holding true to what you believe in and act in a way that
shows this. Always be honest and if you are in the wrong
accept feedback and apologise.

Our vision at Ascend Learning Trust is to create a sense of
belonging for everyone. All our young people receive a
holistic world-class education regardless of where they
come from or their life challenges. They will leave their
Ascend community with outcomes that opens doors to a
fulfilling and successful future.

Together we Belong, Believe, Become



Work for us

As well as our commitment to staff development opportunities we also offer a wide
range of services which supports your employment journey with us, these Include:

Benefits

We also offer an excellent staff benefit package which include discounts on high street stores,
restaurants, cinemas and gyms as well as having a wellbeing hub and a cycle to work scheme.
Examples of great discounts currently on offer include:

o 10% off Eyewear

o 20% off Gym Membership

e 25% off monthly subscription to online
gym memberships

e Hundreds of offers and discounts and
cashback on local and national stores

e On site flu vaccinations

o Teachers and Wiltshire Pension
scheme

e Generous annual leave for support
staff up to 31 days + 8 bank holidays
per year (with 5 years' service)




Wellbeing

We are committed to ensuring all staff have a safe environment
to work in and we promote good health and wellbeing. As a
signatory of Mindful Employer we are committed to reducing
the stigma attached to mental health and work with schools to
develop a strategy for wellbeing for each school.

This includes:

e Developing a wellbeing statement which focuses on the commitment to
support staff health and wellbeing,

e Providing opportunities to ensure there is a trained mental health first aider in
each school,

e Supporting staff through a dedicated EAP which offers counselling, CBT courses
and advice and guidance to all staff,

o Offering OH support to ensure staff are supported when required.

References

We will require two satisfactory references before a job offer is confirmed; one of
which must be your line manager / headteacher in your present or most recent
employment.

If you are at school/college or are leaving university, please give details of the name
and address of your Headteacher or tutor.

Please remember to check that your referees are actually available to provide a
reference, as failure to do this could cause a delay in confirming your appointment.

All staff are required to undertake employment checks which include:

References (for all staff and volunteers)

Right to work in the UK (ID check)
Qualification checks

Barred List check

DBS check (for all staff and volunteers)
Childcare Disqualification check (primary only)
Online Search checks

Health checks

Ascend Learning Trust is committed to safeguarding and promoting the welfare of
children, young people and vulnerable adults and expects all staff and volunteers to
share this commitment. We particularly welcome applications from under-
represented groups including ethnicity, gender, transgender, age, disability, sexual
orientation, or religion.

Please note any position that involves working with children requires declaration of
ALL convictions/cautions regardless of whether these are deemed as spent and a DBS
check will be carried out before any employment commences.

References will be obtained before interview at shortlisting stage and may be used in
the interview process. If previous employment has included working with children,
then at least one referee must be from this employment regardless of whether this is
the current or most recent employment. Any gaps in employment must be detailed
and an explanation provided in the relevant section.
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