
 

 

 

Finance Officer 

To start at soon as possible 
 
The School 

 

In addition to being a registered charity, Bethany is a co-educational, independent 

boarding and day school for pupils aged 11-18 years.   There are 330 pupils in the 

School, including 89 boarding pupils.  The majority of pupils remain in the School until 

they are eighteen and most proceed to University.  There are 76 pupils in the Sixth 

Form and the A Level pass rate in 2020 was 100%.  The 2020 GCSE pass rates was 97 % 

at 9-4 grade.  

  

Bethany enjoys an ever-growing reputation, both locally and further afield, for the 

quality of its teaching and pastoral care.   The progress that pupils made at A level 

at Bethany was judged to be in the top 0.5% of schools nationally in 2019.  Bethany 

was also one of the few schools in the country to have gained the coveted 

Wellbeing award in March 2019. 

 

Bethany is the embodiment of the fact that it is possible for pupils to be both happy 

and successful. As a result, pupil numbers are very buoyant.   

 

The School has a Christian foundation with a strong community life.  All members of 

staff are expected to agree with the Christian values and to attend Chapel with the 

pupils.  The School is well known for its high level of pastoral care for pupils.  In 

addition, it enjoys an international reputation for the education of dyslexic pupils.  

Class sizes are small, rarely reaching more than eighteen pupils, and considerably 

less in the Sixth Form. 

  

The School is set in beautiful Kent countryside and the 60-acre campus is spacious 

and attractive.  It lies in the hamlet of Curtisden Green, mid-way between Goudhurst 

and Marden.  Central London is less than an hour’s journey from Marden Station, as 

are Dover and the Channel Tunnel.  For a small school, the high standard of sporting 

success and the extensive games programme are made possible by the expertise 

and commitment of the teaching staff outside normal lesson time.  The Duke of 

Edinburgh’s Award Scheme also enjoys remarkable success, as do the Performing 

Arts. 



 

  

The School is forward thinking in all aspects of teaching, learning and curriculum and 

has a 10-year vision, Bethany 2026, for its education provision. 

  

Bethany 2026 is a school, which is: 

 

• Providing an innovative education relevant to the 21st century; 

• Encouraging the virtue of learning in young people delivering 21st century 

learning habits; 

• Living our Christian values through excellent pastoral care; 

• A flourishing school investing in the future. 

  

Furthermore, the School has a unique philosophy of learning centred on developing 

excellent learning habits in its pupils in order to instil in them the ‘Virtue of Learning’.  

All teaching staff are members of Professional Learning Communities, with the aim of 

encouraging all teachers to complete their own action-based research.  

  

In recent years the curriculum has been enhanced further with the addition of 

Mandarin, GCSE Dance, and level 3 courses in Economics and Computing. In 

addition, all full-time staff are provided with a laptop computer and all pupils have 

their own laptop. This is complimented by a revised Computing curriculum in Key 

Stage 3 which includes coding and the opportunity for pupils to develop core 

computing skills and a robust focus on the implementation of Microsoft 365 in the 

classroom as the School aims for Microsoft Showcase status. 

 

General Salary and Conditions 

 

This post is a full time, all year-round post, normal office hours 8.30 am to 5.00 pm.  

The annual holiday entitlement is four weeks plus public holiday and lunch is 

available free of charge during term time.  The School participates in a generous 

contributory pension scheme. 

 

The financial package for this position is £26,000 per annum. 

 

The post is subject to the completion of a confidential medical questionnaire and the 

self-certification of medical fitness together with the normal DBS checks.  Subject to 

entrance tests and places being available, children of full time Bethany staff may be 

educated at the School at 50% of the day fee rate.  

 

In September 2016 Bethany School also introduced Benenden Health Care to its 

employees.  Benenden Health Care is a not-for profit health organisation which was 

set up over 100 years ago to help reduce the NHS waiting times.  It offers its members 

local consultations and tests, physio and rehab as well as psychological support and 

financial support if anyone is suffering from a life-changing condition.  



 

Application 

 

An application form can be obtained from our website 

https://www.bethanyschool.org.uk/jobs/ or by emailing 

recruitment@bethanyschool.org.uk  

 

The closing date for applications is 5pm on Friday 11 June 2021 with interviews taking 

place week beginning Monday 21 June 2021. The post is subject to the receipt of 

two satisfactory references, completion of a confidential medical questionnaire and 

an enhanced Disclosure & Barring Service check. 

 

 

Finance Officer 

 

The Role 

 

The Finance Officer will actively contribute towards the finance team, along with the 

whole ethos and objectives of Bethany School. 

 

We are seeking a competent Finance Officer to support the Finance Manager in all 

financial operations of the school.  The successful candidate will be highly organised, 

display flexibility, attention to detail, and demonstrate high standards of presentation 

– both written and verbal to reflect the nature of the school. 

 

 

Key Responsibilities - include but not limited to: 

 

• Maintaining a School Purchase ledger. 

• Maintaining a School Fee ledger. 

• Preparing all supplier invoices and credit notes for payment following 

authorisation in line with policy.  Ensure all invoices are correctly approved 

and suppliers are paid within agreed payment terms. 

• Liaising with Heads of Department and suppliers over payment of invoices 

where necessary. 

• Prepare cheque payments for signature by Bursar or Headmaster (and a 

Governor where required). 

• Self-employed supplier review and payments. 

• Process and input staff expenses. 

• Reconciliation and input of direct debits (suppliers). 

• Assist staff with orders of resources. 

• Control and reconciliation of petty cash. 

• Input and reconciliation of Amazon account for payment. 

• Timely input and reconciliation of School credit cards. 

• Administration and cash allocation for school trips. 

• Prepare and post banking. 

• Work in close liaison with the Bursar and the Registrar to account for pupil fees 

and extras receipts and payments. 

• Maintain an accurate debtors listing, ensuring timely statements and 

appropriate communications are sent. 

• Maintain School rent and accommodation schedule. 

• Maintain School utilities schedule. 

• Maintain the Bursary archive in conjunction with Bursar and Bursary Assistant. 

• Monthly gift aid claim. 

• Analysis and update of the Hardship fund. 

https://www.bethanyschool.org.uk/jobs/
mailto:recruitment@bethanyschool.org.uk


 

• Monthly reconciliation of donations with marketing, to include receipt of funds 

(at time). 

• Provide cover in the absence of Finance Manager. 

• Dealing with enquiries. 

• Supporting the Bursar in the year end audit. 

• Ensure accurate and timely postings are made for month end closure. 

• Assist Finance Manager as required. 

• Finance / Bursary administration to assist the Bursar. 

• Any other ad hoc tasks as necessary. 

 

 

The Candidate Profile 

 

The successful candidate is likely to possess the following: 

 

Essential:  

 

• Experience of working in finance or accountancy. 

• Experience of budgetary and financial management issues. 

• The ability to effectively use financial packages. 

• Excellent standard of numeracy and literacy. 

• Effective use of Microsoft office software, including email, outlook, work and 

excel formula. 

• Extensive IT and database skills (including CRM systems) 

• Ownership for website management and content updating 

• Ability to maintain confidentiality when dealing with data of a personal 

and/or commercially confidential nature. 

• Ability to work within time constraints and prioritise tasks. 

• Excellent skills in oral and written communication. 

• High level of attention to detail and accuracy. 

• Ability to work on your own as well as part of a busy team. 

• Ability to work using own initiative. 

 

Desirable: 

 

• Working towards or holds an accountancy qualification. 

• Previous experience of working within a school environment. 

• Previous experience using WCBS (financial package). 

• A flexible approach to working hours as there may be the occasional need to 

work outside normal agreed hours. 

 

 


