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“Our learning adventure will see each and every one of us thrive in God’s love as we set sail for success.”
St Mary and St Peter Catholic Primary School
East Anglian Way

Gorleston

Norfolk

NR31 6QY

Finance Officer
Organisation:  St Mary and St Peter Catholic Primary School
Place of work:  Gorleston
Salary details:  E7 - £25,583 to E11 - £27,269 
Job term:  Part time – 25 hours a week, term time plus 2 weeks.
Appointment:  Permanent
Due to the leaving of our school Finance Officer, we are seeking to appoint a Finance Officer to begin at the end of March.
St Mary and St Peter Catholic Primary School is part of the St. John the Baptist Catholic Multi Academy Trust. The school and Trust are committed to the Catholic ethos and supporting professional development. All staff will be supported with continuous professional development.

Some of the duties and responsibilities will include:
· Processing orders

· Invoicing

· Budget setting
· Reconciliation
· Recording absences 
· Updating Single Central Register
· HR Filing
· Working closely with Central MAT staffs
A detailed job description and application form can be found on the school website 
or Key Information – St Mary and St Peter Catholic Primary School
Candidate Login | MyNewTerm
For further information, please contact the school office by email at: headofschool@smspprimary.sch.uk
Visits to the school are warmly welcomed following our school’s risk assessment; to arrange an appointment please call: 01493 445117
Closing date for applications: 24th February
Interview date: 27th February
St Mary and St Peter Catholic Primary School is committed to safeguarding and promoting the welfare of children and young people and requires all staff and volunteers to share and demonstrate this commitment. The successful candidate will be subject to pre-employment checks including an enhanced DBS with Barred check and satisfactory references.
We are unable to provide sponsorship for this position, so please ensure that you have the right to work in the UK before you apply.
