Central Team Finance Assistant

Welcome from the Chair of the Board of Trustees
We are delighted that you are interested in applying for a position at the Northampton Primary Academy
Trust (NPAT).
The Northampton Primary Academy Trust Partnership was founded in August 2012 and was built on the
vision of five Headteachers to bring together like-minded schools to provide quality-first teaching and
learning to all children across member schools, delivered and supported by passionate personnel of the
highest professional calibre. Our member schools come in many shapes and sizes, from small to large, splitsite primaries and cover a diverse geographical range and socio-economic mix.
Our vision is to achieve “educational excellence; creating opportunities and enriching lives”. To achieve this,
our mission is to develop a Multi-Academy Trust of highly effective and sustainable schools. NPAT schools all
share a common vision and are committed to the NPAT values, whilst retaining the freedom to innovate and
develop their own identity and character.
The Trust is built on the principle of synergy; that a collaboration of vibrant and successful schools can
achieve collectively what a single school couldn’t achieve alone. NPAT improves our schools using
teamwork and innovation through partnership working that brings together children, parents, teachers,
governors and school leaders.
From the original five schools we have seen progressive growth, with twelve schools currently on board and
another scheduled to open in September. Whilst we grow in size, the Trustees and Executive Team are keen
to ensure that we retain the values and ethos upon which our Trust was originally built.
Joining our Trust will mean that you will benefit from excellent opportunities to learn and further your
career, through strong collaboration and good career progression opportunities across our school network,
and you will have great fun along the way.
We are on an amazing journey and we would be delighted to welcome you on board to be an integral part of
it!
Thank you

Jeremy Stockdale
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‘Achieving Extraordinary Things’
Dear Applicant
Thank you for your interest in furthering your career at Northampton Primary Academy Trust. We aim to
appoint and retain the highest calibre of staff at all levels. We work hard to ensure that our staff have every
opportunity to develop as professionals throughout their career.
We are committed to developing the best working practices for our staff and ensure that staff working
conditions, workload and well-being are at the heart of our thinking.
Our NPAT Staff Pledge shows our ongoing commitment to our workforce and we try to ensure that anyone
working in an NPAT schools can expect:
•
•
•
•
•

A fair and reasonable workload.
High quality training and CPD opportunities that meet the needs of individual members.
A fair pay and reward package at least equal to the national agreement for teachers, and the Local
Authority pay scale for support staff.
Support and incentive to ensure positive well-being.
Higher priority placement in the school that you work at for the admission of staff children.

NPAT is committed to providing the most innovative, creative and inclusive education possible. We pride
ourselves on high expectations and outcomes for our children through a curriculum which is aimed at
nurturing the whole child academically and personally.
We are committed to the personal and professional development of our staff, offering innovative,
collaborative and supportive approaches to training and development courses in priority areas. We are
always keen to hear about the professional needs of our staff, so please feel free to let us know of any areas
that you feel we could support you with.
NPAT always aims to be at the forefront of the latest educational thinking and research, including our
current work on curriculum development which will provide clarity to teachers about wider curriculum
content so that their valuable time can be spent concentrating on delivery and personalising this to meet the
needs of their learners. We aim to work with the very best educational researchers and give our staff every
opportunity to hear the latest research evidence tied into our education strategy and priorities.
We hope that you will join us in one of our NPAT schools and look forward to working closely with you.
Yours sincerely,
Julia Kedwards, OBE
NPAT Chief Executive Officer
Follow us on Twitter: @NPATrust, Telephone/text: NPAT Office 07741 654181
Email: recruitment@npatschools.org, Website: https://npatschools.org/index.php
“The Northampton Primary Academy Trust (NPAT) is committed to safeguarding and promoting the welfare of children and young people and requires
all staff, governors and volunteers to share and demonstrate this commitment. The successful candidate will have to meet the requirements of the
person specification and will be subject to pre-employment checks including the right to work in the UK, a health check, an enhanced DBS check and
satisfactory references.”
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The Northampton Primary Academy Trust (NPAT)
NPAT was formed in 2012 by a group of five Northampton Schools who believed that by working together, they could
achieve something truly special for children across Northampton Town. NPAT is now a collaboration of twelve schools
representing 4350 fabulous children and 700 amazing staff. Our schools are:
Abington Vale Primary School
Blackthorn Primary School
East Hunsbury Primary School
Ecton Brook Primary School
Headlands Primary School
Langland Community School
Lings Primary School
Rectory Farm Primary School
Simon de Senlis Primary School
Stanton Cross Primary School (scheduled to open to Reception in September 2022)
Thorplands Primary School
Upton Meadows Primary School
Weston Favell Primary School
NPAT is driven by a vision of innovation, high aspiration and achievement, and a commitment to sport and the arts. This
approach is encapsulated in our motto:
‘Achieving Extraordinary Things’
NPAT schools all share a common vision - to achieve educational excellence, create opportunities and enrich lives - and
are committed to shared principles and approaches whilst retaining the freedom to innovate and develop their own
identity and character. Our schools span a range of communities and locations across the town, and we are able to
offer staff opportunities to collaborate with others across the Trust.
The partnership is built on the principle of synergy; our collaboration of vibrant and diverse schools can collectively
achieve more than a single school working alone. NPAT schools improve using collaboration and innovation through
partnership working that brings together children, parents, teachers and school leaders, with the understanding that
we are one organisation with many different sites:
‘My school is your school; your children are ‘our’ children.’
Within the partnership, schools will have a range of strengths and needs and will be at different stages in their
improvement journey. All schools are committed to an ethos of mutual support, sharing of best practice and cocreation of NPAT policies and curriculum approaches.
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CENTRAL TEAM FINANCE ASSISTANT
37 hours per week*, 52 weeks per year
Pay Scale G 8 – 12 (Full Time Equivalent Salary: £20,852 to £22,571)
*Applications for reduced hours per week, job sharing and flexible working arrangements will be considered.

Job Description
Thank you for your interest in the post of Central Finance Assistant at Northampton Primary Academy Trust
(NPAT). NPAT is a group of primary schools working in collaboration as one to achieve educational excellence
for all our pupils. Great schools need great staff and this is an exciting opportunity to work as part of a
professional, friendly and supportive central finance team to undertake all transactional finance duties and to
support the trust in its future growth.
The role will play a key part in the future growth of our Trust and would suit an experienced finance assistant
who:
•
•
•
•
•

understands the importance of financial controls and compliance;
understands the implications coding and posting of transactions has on external reporting;
is comfortable liaising with suppliers and school-based staff directly;
has a genuine passion in supporting the Trust to implement new processes and ways of working; and
is able to effectively manage workload and work under pressure.

Reporting into the Trust Financial Controller the role will be based at NPAT Head Office (Headlands Primary
School). The team currently works flexibly and we would be open to discuss flexible working
arrangements/patterns at interview stage. The role is, however, a 52-week role and will not fit requests for
term-time only working patterns.
Main activities and responsibilities:
Processing orders

•

Manage purchase order process for the Central Trust team within the finance system (Access),
ensuring correct coding is used, correct number of quotes have been obtained and all finance
delegations have been adhered to.

•

Provide absence cover to raise purchase orders for all schools within the Trust as required.

•

Monitor and chase approval of Trust orders by budget holders.

•

Work with budget holders across the Trust to ensure compliance in approving orders

•

Place/email orders to suppliers for the Central Trust team

•

Monitor receipt of orders and ensure orders are completed once all goods/services have been
received and checked.

•

Manage annual review of purchase orders
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Accounts Payable

•
•
•
•
•
•

•
•
•
•
•
•
•

Monitor the Finance Admin inbox for supplier invoices, match invoices to purchase orders, confirm
receipt of goods/services and post invoices to the finance system, ensuring invoices are attached.
Have an appreciation for the importance of coding invoices to the correct general ledger, cost centre
and analysis codes when posting invoices.
Liaise with suppliers and school-based staff where queries arise (e.g. invoices with no purchase
orders, invoices that don’t match purchase orders and/or invoices for goods or services that are yet
to be received or may have been returned).
Resolve supplier queries and act as point of contact for suppliers.
Reconcile material supplier statements monthly
Manage requests for new suppliers to be added to the finance system, ensuring requests are
reviewed to ensure the supplier does not already exist within the system, liaise with the COO and
CFO to ensure the request for a new supplier and associated spend is appropriate and ensure all
information has been provided to set up the supplier.
Manage requests for changes in supplier details ensuring checks are undertaken to confirm changes
are valid, in particular where changes to bank details have been requested.
Create the Bacs supplier payment run within the finance system for the Financial Controller to
review and process.
Import the Bacs supplier payment run into the commercial online bank platform for the Financial
Controller to review and approve.
Manage list of spend allowable without a purchase order and ensure this is reviewed and approved
annually as a minimum.
Maintain a log of non-compliant spend (e.g. invoices received without a valid purchase order being
raised beforehand and/or spend in excess of an approved purchase order).
Monitor Finance Admin inbox for all credit card spend, post spend appropriately to the system,
reconcile postings to credit card statements and liaise with card holders regarding queries.
Monitor finance mailboxes and respond to queries in a timely manner

Accounts receivable
•
•
•

Monitor the Finance Admin inbox for remittances and post transactions into the finance system as
appropriate, ensuring remittances are attached.
Obtain parent payment portal sales invoices and post to the finance system appropriately.
Review sales debtor report monthly and liaise with school-based staff regarding aged debt,
escalating issues in a timely manner.

Process bank and other transactions

•
•
•

Review bank transactions on a daily basis and post all transactions into the finance system and raise
queries regarding unknown transactions in a timely manner.
Prepare journal import templates for posting payroll, VAT and other payment journals for review by
the financial controller;
Prepare bank reconciliation ready for financial controller review.

Maintain prepayment and accrual spreadsheets

• Maintain a reconciliation of all prepayment invoices posted to the system and prepare draft
prepayment journal import template for review by financial controller.
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• Maintain a log of all invoices which should be accrued for, updating values with the latest invoice
values as estimates (e.g. electric, gas, water).
Intercompany transactions
•

Support Financial Controller in raising intercompany invoices for those schools which are not
operating within the central bank.

•

Monitor payment of such invoices and chase schools as appropriate.

•

Draft journals to recharge intercompany transactions for those schools that are operating within the
central bank.

•

Manage the Intercompany reconciliation on a monthly basis, taking appropriate action for variance
resolution

Statutory Reporting
• To provide, in line with NPAT procedures, audit schedules and reconciliation reports for the
monitoring of income and expenditure and balance sheet.
Financial Procedures

• Work with the Financial Controller and Chief Finance Officer to ensure procedures are documented
and updated regularly. This is of particular importance in the current changing environment.
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Person Specification
Education and Qualifications (desirable)
•

Qualified by experience, AAT or part qualified accountancy qualification (ACA, ACCA, CIMA or CIPFA)

Experience
Essential
•
•
•

Previous experience working in a finance role.
Use of excel to an intermediate level.
Managing work load in a busy finance environment.

Desirable
•
•

Education sector experience.
Use of Access/HCSS Education Finance System.

Personal Qualities/Values

•
•
•
•
•

A commitment to the NPAT Vision, Mission and Values.
Determination to succeed in challenging situations.
High level interpersonal and communication skills.
Commitment to the wider community and its involvement in lifelong learning.
Openness, energy and enthusiasm.
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Statement of Equality
Northampton Primary Academy Trust is committed to promoting equality of opportunity for all staff and job
applicants. We aim to create a supportive and inclusive working environment in which all individuals are able
to make best use of their skills. Applications are invited from all members of the community.
We do not discriminate against staff on the basis of age; race; sex; disability; sexual orientation; gender
reassignment; marriage and civil partnership; pregnancy and maternity; religion, faith or belief (Equality Act
2010 protected characteristics). The principles of non-discrimination and equality of opportunity also apply
to the way in which staff and governors treat visitors, volunteers, contractors and former staff members.
Safeguarding
Nothing is more important than keeping all our children safe, especially the most vulnerable. The NPAT
Partnership is fully committed to ensuring that children with SEND, those eligible for Pupil Premium funding
and other vulnerable groups are able to achieve as highly as possible. Schools within the partnership will
have the most rigorous and updated procedures and policies which help keep children in our care safe. We
will ensure that all vulnerable groups of children achieve highly, when compared to their peers nationally,
through the following measures:
•
•
•

All schools will be subjected to an annual safeguarding audit
All schools will hold the Inclusion Quality Mark (IQM)
Behaviour and Safety of children will be outstanding in all our schools

Our Trust policy can be found here: https://www.npatschools.org/index.php/about-us/npat-documents
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How to Apply
To apply for this position, please complete the attached Trust Application Form and submit, together with a
letter of application of no more than two sides of A4 supporting your application, including details of
preferred working hours/arrangements.
Please return by email to: financeadmin@npatschools.org with a subject header of “Central Finance
Assistant Vacancy”
Closing date: 29 July 2022
Interviews for shortlisted candidates are currently scheduled to be held on: Tuesday 9th August 2022.
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Recruitment Privacy Notice
Policy Statement
We are Northampton Primary Academy Trust. As part of your application to join us, we will gather and use
information relating to you. Information that we hold in relation to individuals is known as their “personal
data”. This will include data that we obtain from you directly and data about you that we obtain from other
people and organisations. We might also need to continue to hold an individual’s personal data for a period
of time after the recruitment process, even if you are unsuccessful. Anything that we do with an individual’s
personal data is known as “processing”.
This document sets out what personal data we will gather and hold about individuals who apply for a
position with us, why we process that data, who we share this information with, and your rights in relation
to your personal data processed by us.
What information do we process during your application process?
We may collect, hold, share and otherwise use the following information about you during your application
process.
Up to and including shortlisting stage:
•

your name and contact details (i.e. address, home and mobile phone numbers, email address);

•

details of your qualifications, training, experience, duties, employment history (including job
titles, salary, relevant dates and working hours), details of driving licence (if relevant for role),
membership of professional bodies and interests;

•

your racial or ethnic origin, sex and sexual orientation, religious or similar beliefs;

•

information regarding your criminal record;

•

details of your referees;

•

whether you are related to any member of our workforce; and

•

details of any support or assistance you may need to assist you at the interview because of a
disability.

Following shortlisting stage, and prior to making a final decision

•

information about your previous academic and/or employment history, including details of any
conduct, grievance or performance issues, appraisals, time and attendance, from references
obtained about you from previous employers and/or education providers;*

•

confirmation of your academic and professional qualifications (including seeing a copy of
certificates);*
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•

information via the DBS process, regarding your criminal record, in criminal records certificates
(CRCs) and enhanced criminal records certificates (ECRCs), whether you are barred from working
in regulated activity;*

•

your nationality and immigration status and information from related documents, such as your
passport or other identification and immigration information;*

•

medical check to indicate fitness to work;*

•

a copy of your driving licence (or other appropriate documentation as listed on the Home Office
list);*

•

if you are a teacher, we will check the National College of Teaching and Leadership (“NCTL”) or
replacement organisation, Teachers Services about your teacher status, whether you are subject
to a prohibition from teaching order and any other relevant checks (for example Section 128
direction for management posts and EEA teacher sanctions);* and

•

equal opportunities’ monitoring data.

You are required (by law or in order to enter into your contract of employment) to provide the categories of
information marked (*) above to us to enable us to verify your right to work and suitability for the position.
Without providing us with this information, or if the information is not satisfactory, then we will not be able
to proceed with any offer of employment.
If you are employed by us, the information we collect may be included on our Single Central Record. In this
scenario, a further privacy notice in relation to data we collect, process, hold and share about you during
your time with us, will be issued to you.
Where do we get information from about during your application process?
Depending on the position that you have applied for, we may collect this information from you, your
referees (details of whom you will have provided), your education provider, any relevant professional body,
the Disclosure and Barring Service (DBS), NCTL and the Home Office, during the recruitment process.
Why do we use this information?
We will process your personal data during your application process for the purpose of complying with legal
obligations, carrying out tasks which are in the public interest, and taking steps with a view to entering into
an employment contract with you. This includes:
•

to assess your suitability for the role you are applying for;

•

to take steps to enter into a contract with you;

•

to check that you are eligible to work in the United Kingdom or that you are not prohibited from
teaching; and

•

so that we are able to monitor applications for posts in the [Trust/Academy/School] to ensure that
we are fulfilling our obligations under the public sector equality duty under the Equality Act 2010.

How long will we hold information in relation to your application?
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We will hold information relating to your application only for as long as necessary. If you are successful,
then how long we need to hold on to any information will depend on type of information. For further detail
please see our Records Management Policy.
If you are unsuccessful we will hold your personal data only for six months, after which time it is securely
deleted.
Who will we share information with about your application?
We will not share information gathered during your application process with third parties, other than
professional advisors such as legal as HR advisors.
Rights in relation to your personal data
All individuals have the right to request access to personal data that we hold about them. To make a request
for access to their personal data, individuals should contact:
NPAT Data Protection Officer – email: dpo@npatschools.org
Please also refer to our Data Protection Policy for further details on making requests for access to personal
data.
Individuals also have the right, in certain circumstances, to:
•

Object to the processing of their personal data

•

Have inaccurate or incomplete personal data about them rectified

•

Restrict processing of their personal data

•

Object to the making of decisions about them taken by automated means

•

Have your data transferred to another organisation

•

Claim compensation for damage caused by a breach of their data protection rights

If an individual wants to exercise any of these rights, then they should contact our Data Protection Officer.
The law does not oblige the school to comply with all requests. If the school does not intend to comply with
the request, then the individual will be notified of the reasons why in writing.

Concerns
If an individual has any concerns about how we are using their personal data, then we ask that they contact
our Data Protection Officer in the first instance. However, an individual can contact the Information
Commissioner’s Office should they consider this to be necessary, at https://ico.org.uk/concerns/.
Contact
If you would like to discuss anything in this privacy notice, please contact:
Data Protection Officer – email: dpo@npatschools.org
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