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Admin and Finance Officer

 

Permanent  

Full time: 37 hours per week / 41 weeks per year  

Salary: Grade 4, scale point range £22,369 to £24,496 pro rata   

Actual: Grade 4, scale point range £20,132 to £22,046  

 

Start date: As soon as possible   

 

Cascade Multi Academy Trust is seeking to appoint an Admin and Finance officer to join the Trust. The 

successful person will be employed at Whiteways Primary School. 

 

At Whiteways, we understand that the backbone of any successful school is its administrative and 

financial team. Your role will be instrumental in ensuring the smooth functioning of our school, enabling 

us to provide the best possible education to our pupils. 

 

Would you enjoy working in a busy varied school office, where no 2 days are alike other than 

demonstrating a passion for creating a positive and effective environment for the children, staff and the 

community - if so then this job could be for you. 

 

An exciting opportunity has arisen for an Admin and Finance Officer to join our busy, vibrant primary 

school. If you have the skills to work with a wide range of people across schools and a wonderful 

community, then we would love to hear from you.  

 

Our vision at Cascade MAT is to transform the life chances of our children; ensure safe and secure 

learning environments; create inspirational places for our staff to work and to be an influential part of 

the local community. 

 

Across the Trust we inspire our children to aim high and succeed, equipping them with the necessary 

skills and knowledge for the future. We promote understanding, respect and tolerance for each other. 

This is an exciting time to join Cascade Multi Academy Trust with each of its four schools judged as 

good by Ofsted.  

 

Whiteways Primary School is a collaborative, multicultural and vibrant place to work. We pride 

ourselves on working together as a staff team to ensure we give our children the best starting points in 

life. Our curriculum is what excites the children for learning, and we strive to be innovative in our 

teaching approaches. We continually celebrate our uniqueness and diversity through our curriculum 

and community cohesion; making learning purposeful, immersive and challenging. 

 

The admin teams across the MAT work in partnership by sharing good practice and giving support to 

ensure an excellent service for the school, children and their families. The successful individual will 

provide administrative and finance support in their busy office. 
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The successful candidate will be able to demonstrate: 

 

• An ability to work as part of a team in a busy environment 

• Excellent interpersonal and communication skills 

• Experience in delivering a first-class customer service 

• Strong IT skills and keen eye for detail 

• Experience and knowledge of administration 

• Experience of learning new software 

• A problem solving and can-do attitude 

• Strong organisational skills 

• Experience of supporting senior leaders 

 

The Benefits 

• Full training will be given to undertake this role 

• A successful and visionary team to support you 

• The opportunity to work with a supportive, established admin team  

• We cover cost of your enhanced disclosure check 

• Employee Assistance Programme 

• Commitment to your ongoing training and career progression 

• Pension Scheme 

• Employee benefits including Westfield Health and Cycle to Work 

 

Cascade MAT is committed to safeguarding and promoting the welfare of children.  We are an equal 

opportunities employer. 

How to apply:  

If you wish to discuss this role or arrange a visit to the school, please contact Miss B Carnall, School 

Business Support Manager on 0114 2423169. 

You can download the word version of the application form from Cascade’s and Whiteway’s website. 

Please do not use Sheffield City Council application form.  Applications will only be accepted on a 

Cascade Multi Academy Trust application form 

www.cascademat.co.uk 

www.whitewaysprimary.co.uk 

or alternatively an application form can be obtained by e-mailing Recruitment@whitewaysprimary.co.uk  

Your completed application should be emailed to Recruitment@whitewaysprimary.co.uk 

Closing Date:  Friday 13th October 2023 

Interview Date:   Monday 30th October 2023  

 

http://www.cascademat.co.uk/
http://www.whitewaysprimary.co.uk/
mailto:Recruitment@whitewaysprimary.co.uk
mailto:Recruitment@whitewaysprimary.co.uk
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Person Specification   
All candidates should demonstrate how well their qualifications and experience, 

personal qualities, skills, professional knowledge and understanding and knowledge 

of safeguarding meet the requirements of the person specification 

Qualification and experience  

 Candidates should have:  

1 GCSE Maths and English or equivalent or evidence of abilities at this level 

2  Experience of general administration duties, including reception duties and an 

understanding of financial work 

3  Evidence of recent, appropriate continuous professional development and/or 

willingness to engage in CPD 

 Personal qualities  

 Candidates should:  

1  Communicate effectively and develop positive relationships with all 

stakeholders  

2  Demonstrate excellent interpersonal and organisational skills   

3  Be decisive, consistent and focused on solutions  

4 Be well-presented and have a positive attitude  

 Skills   

 Candidates should be able to:  

1  Support the vision for the school/Trust  

2  Evidence of effective use of ICT skills including Microsoft Word, Excel, emails 

and Internet  

3  Evidence of understanding office methodologies e.g. filing systems, 

correspondence etc. 

4 Approachable, courteous and able to present a positive image of the school to 

visitors and stakeholders 

5 Ability to relate well to children 

6 Have excellent organisational skills, prioritising and managing time well under 

pressure, to meet deadlines  

7 Demonstrate that they can work independently and constructively as part of a 

team  

 

8 Ability to recognise problems, generate alternatives and implement plan of 

action 

Professional knowledge and understanding   

 Candidates should:  

1  Demonstrate their understanding of confidentiality 
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2 Demonstrate a knowledge of relevant policies/codes of practice & 

awareness of relevant legislation 

 Safeguarding   

 Candidates should have:  

1 An understanding of safeguarding and promoting the welfare of children and 

young people  

  

The successful candidate will be required to undergo an enhanced check from the 

Disclosure and Barring Service (DBS).  

 

 



 

 

17 | P a g e  



 

 

18 | P a g e  

 



 

 

19 | P a g e  

https://cascademat.co.uk

https://cascademat.co.uk


