
 10 

 
  

Finance Assistant 



 10 

 
  

3 

5 

8 

11 

13 

4 

6 

9 

12 



 10 

 
  



 10 

 
  



 10 

 
  



 10 

 
  



 10 

 
  



 10 

 
  

Finance Assistant (Fixed Term – to 31/8/2027) 
Job Type: Temporary, Term Time Only + Inset Days + 1 week 
Band 5 – SCP 5 (£12,252 per annum) 
20 Hours per week 
Reference: 2026014 
 
Hartlepool Aspire Trust is a Multi Academy Trust operating over 5 sites, including a retail and catering outlet. The Trust 
operates a special academy for students aged 11 to 19 and a further education provision for learners from the age of 
19. 
 
We are looking to appoint well-organised, efficient Finance Assistant to join our finance team.  This position is ideal 
for those wanting a part time position that involves working term time only (plus 1 week in the summer holidays). The 
successful candidate must be able to efficiently and accurately input information into financial online systems. 
 
Possible flexibility in working pattern can be discussed at interview. 
 
Closing date:  Sunday 27th September 2026 
Interviews:  Wednesday 30th September 2026 
Start Date: asap 
 
Completed application forms to be sent to: Recruitment, Catcote Academy, Catcote Road, Hartlepool, TS25 4EZ or 
email: jobs@catcote.co.uk  
 
You will need to meet the requirements of the person specification in order to be offered an interview.  Only 
applications submitted on the Trust’s application form will be accepted.  Application forms can also be found at 
www.catcoteacademy.co.uk    
 
We welcome applications regardless of age, gender, disability, ethnicity or religion. 
 
Please see our website for our Privacy Notice (Job Applicants) regarding how we will use your personal information. 
 
Please note that online searches will be carried out on shortlisted candidates to help identify issues that may need to 
be explored at interview. 
 
The Trust is committed to safeguarding and promoting the welfare of children and vulnerable adults and expects all 
staff and volunteers to share this commitment. 
 
REHABILITATION OF OFFENDERS ACT 1974 - The position for which you are applying is exempt from this Act and 
requires an enhanced check to be made through the Disclosure and Barring Service (DBS), known as the disclosure 
process. You are therefore required to disclose any unspent convictions/cautions/bind-overs that you have received 
and any prosecutions that are pending against you.  Enhanced Disclosure and check of the Children’s and Adult’s 
Barred list via the Disclosure and Barring Service is required for any successful candidate. 
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FINANCE ASSISTANT 
 
MAIN DUTIES 

• Process documents to the computerised finance system and maintain manual and online filing 

systems, ensuring accuracy and timeliness 

• Preparation, collation and maintenance and reconciliation of financial information in line with 

financial policies and procedures  

• Deal with staff and external queries 

• Assist in completing returns, reports, submissions etc as required 

• Provide support and cover, including reception duties, as necessary for both the finance and admin 
teams  

 
 

OTHER DUTIES 
• Participate in regular staff meetings and training as and when required 

• Safeguard and promote the welfare of children/vulnerable adults for whom you have responsibility 

or come into contact with, to include adhering to all specified procedures 

• Carry out duties with full regard to the Trust’s Child/Vulnerable Adult Protection, H&S, Equality & 

Diversity and other relevant polices in the terms of employment and service delivery to ensure that 

colleagues are treated and services delivered in a fair and safe manner 

• Comply with health and safety policy and systems, report any incidents/accidents/hazards and take 

pro-active approach to health and safety matters in order to protect both yourself and others 

• Any other duties of a similar nature related to the post, which may be required  

• Comply with all Trust policies, including the no smoking policy  
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Learning Support Assistant – Essential Criteria 
 Criteria 

No. 
Essential Stage 

Identified 

Qualifications E1 Maths & English GCSE AF,C 

Experience & 
Knowledge 

E2 Effective use of computerised management information 
systems (MIS) 

AF,I,R 

E3 Experience with Microsoft Office specifically Excel AF,I,R 

E4 Working in a Finance Assistant role or similar AF,I,R 

Skills E5 Ability to communicate professionally with a range of 
individuals including taking incoming calls and greeting 
visitors 

AF,I,R 

E6 Excellent organisational skills and ability to meet deadlines AF,I,R 

E7 Good level of numeracy and literacy AF,I,R 

E8 Able to present information in a logical and systematic 
manner 

AF,I,R 

Special 
Requirements 

E9 Motivation, and emotional resilience, to work in an 
educational environment alongside students with special 
educational needs and challenging behaviours 

I 

E10 Suitability to work with children and vulnerable adults, 
enhanced DBS required 

D 

 
Finance Assistant – Desirable Criteria 
Criteria No. Desirable Stage 

Identified 

D1 Relevant finance qualification  AF,C 

D2 GCSE Grade C or equivalent in Maths and English AF,C 

D3 Experience working in an educational environment AF,I,R 

D4 Experience of using a financial MIS AF,I,R 
 

AF Application Form 

C Certificates 

I Interview 

R References 

D DBS disclosure 
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Closing date for applications: Sunday 27th September 2026 

Interviews will be held: Wednesday 30th September 2026 
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