
 

  

Central Services  
Finance Assistant  



 

 

    

About Us  
 
Thank you for your interest in this post and for exploring the option of working with us at 

The Gryphon Trust. We are based in New Milton, an attractive town on the edge of The 

New Forest National Park.  

 

Multi-academy trusts are by no means a new concept. They are intended to foster 

closer working relationships between schools that build strong communities for their 

stakeholders. We very much embrace this collaborative approach with the intention 

of improving outcomes for students attending our schools. These are currently 

Eaglewood School, a small alternate provision school, and The Arnewood School, a 

large academy with an excellent Sixth Form. We aspire to grow.  
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Job Title: Finance Assistant 

Salary 

Grade C (Full Time Equivalent) £ 21,190 - £ 22,215 

 

Pro-rata 32.5 hours (including School Holidays) £ 18,613 - £ 19,513 

Employment 

 

Permanent Contract 

 

32.5 hours per week.  Mon – Fri 8.30 a.m. – 3.30 p.m. including 30 minutes unpaid 

lunch and breaks.  

 

We can offer some flexibility around family arrangements e.g. care. 

 

Commencing Required for April 2023 or as soon thereafter as practical.  

Benefits 

 

The Gryphon Trust awards national Local Government equivalent pay awards in 

full. 

 

Contributions are made to the Local Government Pension Scheme (LGPS). 

 

Our Extensive programme of continued professional development (CPD) is 

based on mastery of skills and values employee’s personal development.  

 

School term working – generous school holidays. 

 

A highly collegiate and value driven working environment. 

 

Key Roles 

To provide financial and administrative support to assist the finance team with 

day-to-day management of the trust’s financial affairs.  

 

You will be based at The Arnewood School site and working to support both 

Arnewood and Eaglewood Schools.  

Contractual 

All post holders are expected to carry out the duties of a school-based 

employee in relation to safeguarding children, adherence to standards 

expected in public employment and compliance with the Academies 

Handbook.    



 
 
 
 

 

 

 

Thank you for your interest in this post. We are committed to providing the best 

outcomes we can for children’s education and believe we make a tangible 

difference to the lives of young people. To this end we employ the best people as 

they are at the core to our organisation’s success.  

 

The information contained in this pack is designed to provide you with the key 

information you will require in applying for the post. However, if you have any 

questions or would like to arrange an informal visit, please telephone Lindsey Harper 

on 01425 625405 or email her at l.harper@arnewood.hants.sch.uk . 

 

Please complete an application form. This can be downloaded online from the 

trust’s website (www.thegrphontrust.org/vacancies). Emailed applications are 

welcome but for safeguarding compliance purposes must be followed in the post by 

a hand signed hard copy. 

 

The closing date for applications is 9am on 27th March 2023. 

 

I look forward to receiving your application and reading about how your skills and 

ambitions can be dovetailed with the role description provided.  

 

Yours sincerely 

 

 

 

 

Nigel Pressnell 

Chief Executive Officer 

 

 

How to Apply 

mailto:l.harper@arnewood.hants.sch.uk


Background Post Details  

 
The Gryphon Trust is seeking to appoint a reliable and capable finance administrator 

to work alongside our experienced finance team. The team support the work of the 

trust’s schools (The Arnewood School and Eaglewood School) in day-to-day 

financial management, including order processing and invoicing, as well as 

strategic budget management.  

 

We are looking to recruit a suitable individual with complementary skills to join the 

team which is led by the trust’s Chief Finance and Operations Officer (CFOO). You 

will have delegated duties (to maintain separation of roles for financial compliance) 

as well as working on joint tasks.  

 

The responsibilities of the successful candidate will include: - 

 

• processing orders to obtain best value 

• handling petty cash and reconciling cash income, for example, for Yearbook 

purchases 

• processing claims including duties and travel   

• raising and reconciling sales invoices 

• ensuring compliance with the Academy Handbook and trust’s Finance 

Manual including, to give one example, limits to authorisation of spend 

• undertaking or helping with any ad-hoc tasks as required by the CEO, CFOO, 

Governors, SLT or budget holders, and to provide support as and when 

necessary, and be able to carry out other duties within the finance 

department that may arise. 

 

We offer: - 

 

• well-considered professional development and a wide range of professional 

opportunities 

• excellent career progression opportunities given our strength in partnership 

working  

• a supportive, committed, and experienced team of education and support 

team specialists to work alongside 

• sound induction and mentoring for all new staff  

• excellent accommodation and resources including access to staffroom and 

staff kitchen  

• exemplary personnel practice including salary progression and pension 

contributions 

• a work life balance that values individual happiness and fulfilment. 

 
 



 
 
 

Requirement Specification 

 Essential Desirable 

Qualifications 

 

Satisfy enhance reference 

checks.  

 

A Level qualification or 

equivalent and able to 

demonstrate strong numeracy.  

 

A finance / accountancy qualification 

or evidence of “qualification by 

experience” 

Professional 

Characteristics 

 

Impeccable honesty and 

integrity.  

 

Punctual, reliable and must have 

strong communication skill. 

 

Business focussed with strong 

customer skills.  

 

Detailed awareness of data 

protection and confidentiality.  

Experience 
Experience of working in similar 

finance roles. 

 

Experience of working in school or 

education-based finance roles. 

 

Skills & Abilities 

 

Competent and confident ICT 

knowledge in use of Word, Excel, 

etc. 

 

Highly organised and precise. 

 

Knowledge of IRIS / PS Financials 

Personal 

Attributes 

 

Cheerful, optimistic, and 

hardworking disposition. 

 

An approachable individual who 

can work well with colleagues, 

form effective and positive 

relationships. 

 

Contributes to the community and/or 

engages in voluntary work. 

Other 

Requirements 

 

Committed to your own 

continuing professional 

development. 

 

Willingness to contribute to wider 

school activities, for example, attend 

school productions 



 

 

 

 

 

 

The Gryphon Trust Vision 

The vision of The Gryphon Trust is to establish a community of local schools who are 

like-minded and wish to establish the best environment for their staff and students, 

where the head teachers, working together, will have the ability to provide 

outstanding education and choice for all our children. 

We aim to provide an environment where students will get the chance to reach their 

own highest level of achievement in an enjoyable but challenging way. To reach 

these levels we envision the trust, in time, being able to offer parents a family of 

schools for the whole of their child’s education. To make the passage for students 

through school, from infants to sixth form, as smooth and stress free as possible. To 

offer our staff the ability for continual improvement and for on-going professional 

development. 

We achieve our vision by continuing our liaison with other schools through 

collaboration, by sharing best practice and ideas to find more efficient ways of 

delivering our objectives.  

The Gryphon Trust currently operates two schools both served by a central services 

team that includes site, finance, IT, marketing, and leadership support functions. 

Both schools are rated good by OfSTED.  

 

Eaglewood School, is an alternate provision school, built following the trust’s 

successful submission to establish a free school. The school has places for 

approximately 70 students of primary and secondary age. It serves a cohort 

of children who experience challenges with mainstream education. This 

includes, to give one example, children with anxiety who find attending larger 

settings beyond them. Children at Eaglewood School are placed there 

through a referral system and generally it is intended they will return to a 

mainstream school when ready.  

 

The Arnewood School currently has just over 1000 students including 

approximately 100 in the Sixth Form which is judged outstanding by OfSTED. 

The school has an excellent record of innovation and success. It has 

pioneered the use of information technology and was one of the first in the 

UK to offer laptops to all students. The school is thriving and students enjoy a 

broad curriculum which allows them to progress to university, further 

education, apprenticeships, and employment. The extracurricular offer at The 

Arnewood School is excellent.  

 

Parents are overwhelmingly supportive of the schools and its staff. The trust’s 

directors encourage school leadership to operate responsively to emerging needs. 

Each school has its own local governing body and both are chaired by experienced 

governors. Despite this autonomy we are by instinct outward facing and always 

willing to work with others with similar values.  

Information for Applicants 



Location  

The trust currently serves a diverse catchment in and around New Milton. Children 

mostly join us from link primary schools but some travel from further afield. New Milton 

is a thriving town. Its high street has weathered the economy better than many and 

boast national chains and an independent department store. We have a mainline 

link to London and Weymouth. Geographically we enjoy the benefits of being 

equally close to The New Forest National Park and seaside. The town has excellent 

sporting and cultural amenities including many clubs and an arts centre. Housing, 

including rental property, is available it the town but many staff live Southampton or 

Bournemouth which are easily commutable.  

Pastoral Care & Special Educational Needs 

Ours schools are child centred. We are non-selective and see our role as giving all 

students, irrespective of their starting point, the best opportunity in life. All employees 

play their part in the pastoral care of our students ably supported by specialist non-

teachers with pastoral responsibility including pastoral assistance, medical welfare, 

attendance, safeguarding and inclusion.  

 

Our SEND teams are led by the three school SENDCOs and a Learning Support 

Manager (Arnewood). We have a large team of learning support assistants work in 

classrooms to support teaching staff across both our schools. Other staff lead small 

group work in learning support including language and numeracy intervention. 

Colleagues at Eaglewood School often have higher level skills and qualifications that 

enable to better support children with more complex needs including those who 

have experienced childhood trauma. 

 

Eaglewood School: Aims 
 

Raising Aspirations and Changing Lives 

 

Eaglewood School’s mission statement of Raising Aspirations 

and Changing Lives captures the school philosophy that every 

student needs to find the balance between being 

academically ready and emotionally prepared for their next 

steps. Only then will they achieve the self-esteem needed to be 

independent and successful.  
 

Nigel Himmel, Head Teacher 

The Arnewood School: Aims 
 

Working Together – Shaping Tomorrow 

 

The Arnewood School’s aim is to allow each student to fulfil 

their unique potential and make the world a better place 

through their informed choices and actions. 

 

Jamie Anderson, Head Teacher 



Safeguarding and Child Protection Statement 

In safeguarding children, we aim to: -  

 

• provide an environment in which students feel safe, valued, and respected 

• allow students to feel confident, and know how to approach adults if they 

are in difficulties believing they will be heard 

• inform all teaching and non-teaching staff of the need to safeguard all 

young people and of their responsibilities in identifying and reporting possible 

neglect or abuse 

• provide a systematic means of monitoring students known, or thought to be 

at risk of harm and ensure we, as professionals, contribute to assessments of 

needs and support for those students 

• develop and promote effective working relationships with other agencies, 

including children’s social services and the police 

• maintain a structured procedure within the school including visits and trips 

which will be followed by staff and the community when child protection is 

necessary.  

All staff working within our organisation, who have substantial access to children, will 

be checked as to their suitability to work with young people. This will include, to give 

some examples, verification of their identity, qualifications, and a satisfactory DBS 

check. Details will be maintained in a single central record for audit purposes.  

 

Equal Opportunities Statement 
 

The Gryphon Trust, Eaglewood School and The Arnewood School values the diversity 

of our workforce and welcomes applications from the whole community. The trust is 

fully inclusive in terms of disability, race, sex, age, religion, philosophical belief, sexual 

orientation, gender re-assignment, marriage, and pregnancy. We believe that 

together we are stronger.  

 

 

 

 

 

 

 

The Gryphon Trust 

 

 


