A Specialist Science College

Science
Harthill Road, Liverpool, L18 3HS, Tel No: 01517 24 2087

Email: admin@calderstones.co.uk
HEADTEACHER: Brian Davies BSc (Econ)
No. on roll : 1,520 (251 in Sixth Form)

Finance Assistant — Scale 4
Salary £17,161 - £19,126 (pro rata)
Actual Salary £9,433
9.30am — 2.30pm 22.5 hour week Term Time Only

Calderstones is a popular oversubscribed and successful 11-18 mixed
comprehensive school.

Calderstones is a multi-racial school with 22% of pupils from black and minority
ethnic backgrounds. The school is an equal opportunity employer and would
welcome all applications irrespective of race, gender or disability.

The Governors are seeking to appoint a Finance Assistant to support the
Finance function in the school.

Responsibilities will include processing orders and invoices, petty cash, cash
book transactions and reconciliations, daily operation of school fund
transactions and other administrative duties within the Finance function
including handling and banking large volumes of cash, dealing with queries
from internal budget holders and suppliers in writing and on the telephone.

To be successful in this role, you will need to be numerate, well organised and
be able to pay attention to detail whilst demonstrating a range of excellent
administration skills. The successful candidate will be fully conversant with

Microsoft packages. Previous school experience including a working
knowledge of SIMS FMS would be an advantage but not essential as training
will be provided.

As part of the ICT strategy all applications and further information to be made
via the school website at www.calderstones.co.uk.

Calderstones School is committed to safeguarding and promoting the welfare of
children, the successful candidate must receive a satisfactory enhanced CRB
check before taking up the post.

Closing Date: 12 Noon Tuesday 30 ™ March 2010
Interviews: Wednesday 21 ' April 2010.



