
 

 

  

 



 
 

About St George’s 
St George’s is an independent boarding and day school with approximately 270 pupils aged              
from 11-18 years about 45% of whom are boarders (both full and tailored) and with a Sixth                 
Form of approximately 80 pupils. The school operates as an Educational Trust administered             
by a Board of Governors, is a member of the Girls’ Schools Association (GSA), Boarding               
Schools Association (BSA), and is ISC accredited. 

We are a welcoming school with a warm sense of community and visitors often comment on                
the perceptible supportive and cheerful atmosphere. We believe that a happy and successful             
school is one where all pupils have the opportunities to develop their strengths. The richness               
of opportunities within and outside the classroom are fundamental elements of the St             
George’s experience and this allows the girls to foster the confidence, independence and             
academic curiosity that lead to success. Our academic results are impressive, with the             
‘value-added’ in public examinations a real strength. We understand how girls learn            
effectively and we regularly add at least one grade higher at GCSE and A Level than                
baseline testing would suggest. 

Over the past two years at GCSE, St George’s has been placed in the top 5 to 10% of schools                    
nationally for value added.  

 

 

 

 

 

 

 



 

Our location 
The School is approximately 25 miles west of central London, on a beautiful, leafy 30 acre                
site, within walking distance of Ascot High Street. We are close to Windsor, Eton and               
Bracknell and equidistant from the M3 and M4 motorways. Ascot High Street can be reached               
on foot in five minutes while Ascot Railway Station is less than a mile away. 

All facilities are on site and include, amongst others, a state-of-the-art 350 seat theatre, three               
boarding houses, a sports hall, squash courts and gym/dance studio, spacious library,            
Science centre, photographic, textiles and art studios, 6 floodlit netball/tennis courts,           
extensive grass sports pitches and a new 25m 6 lane indoor swimming pool. 

 

 

 

 

Academic Results 
We aim to get the very best from each girl and Georgians are             
encouraged to work conscientiously and to the best of their ability as            
well as get involved in the wider school community and all the            
activities that are on offer in the busy co-curricular programme. This,           
combined with committed and inspirational teaching, delivers       
excellent GCSE and A Level results. Our pupils achieved the following           
results in 2019: 

GCSE: 23% 9/8 or A*, 44% 9-7 or A*-A, 96% 9-4 or A*-C 

A Level: 34% A*-A, 99% pass rate 

 

 
 
 



 

 
The Role 
 

The Accounts Assistant supports the Finance Manager in all day-to-day processing and            
accounting administration in the area of cashbook, petty cash, purchase ledger, sales ledger             
and month end reconciliations.  
 
The School uses SAGE accounting systems and the successful candidate will be required to              
have an understanding of the nominal ledger structure so that they can code invoices and               
other transactions appropriately.  

Key responsibilities (not in order of priority): 

● Responsibility for all cashbook management, including the accurate and timely          
processing of all banking transactions and bank reconciliations; dealing with cheque           
requests and writing up the paying in book. 

● Responsibility for all petty cash management, including float management and          
requests, charity cash collections, cash expense claims and processing payments and           
receipts. 

● Undertaking regular petty cash reconciliation and ensuring the amount of cash meets            
requirements. 

● Responsibility for purchase ledger under the guidance of the Finance Manager,           
including collating and distributing purchase invoices, purchase invoice and credit          
card processing, BACS and cheque payments, supplier statement reconciliations and          
liaising with suppliers as necessary. 

● Assisting the Finance Manager with the termly billing process, sales ledger           
administration and credit control, involving inputting ‘Extras’ on the billing system,           
Direct Debit collection work and liaising with parents and other customers as            
necessary. 

●  Supporting the Finance Manager with weekly Debtor reporting as required. 
● Assisting the Finance Manager with month end reconciliations. 
● Ensuring finance administration work is completed on a timely basis, including           

administration for School trips/holidays, Alumnae events etc. 
● Communicating effectively and courteously with stakeholders by       

telephone/email/letter. 
● Responsibility for all accounting filing on a timely basis. 
● Undertaking daily banking, on occasion. 
● Undertaking any other tasks which may be required from time-to-time by the            

Finance Manager. 

Person Specification – Skills, Experience and Qualifications 

●  Excellent verbal and written communication skills. 
● Strong and competent IT skills and the ability to use a range of Microsoft packages               

including Word and Excel. 



 
● A good working knowledge of an accounting package (preferably SAGE 200). 
● Strong organisational skills and an ability to be able to work independently when             

necessary. 
● Good team skills and interpersonal skills. 

Desirable 

● Good standard of Secondary education, including GCSE Mathematics at Grade C or            
above (or an equivalent qualification). 

● Smart in appearance with a welcoming and professional manner. 
● Excellent communicator. 
● Be flexible with a ‘can do’ attitude. 
● Be able to stay calm under pressure. 
● Be diplomatic, discreet and confidential at all times.  

Salary and Benefits 

a. Start date: Required to start in November 2020. 

b. Salary: The hourly rate for this role will be £10.78 (£22,422 per annum full-time             
equivalent). For 20 hours per week throughout the year, this provides a salary of              
£11,211. 

c. Hours of work: The normal hours of work throughout the year are 0900 - 1300,               
Monday to Friday; there may be some flexibility with these times.  

d. Pension: The successful candidate will be auto-enrolled in the School’s defined           
contribution pension scheme. There is an opportunity to opt out. .  

e. Notice Periods: The first twelve months of employment will be a probationary            
period. In the probationary period, the notice required to terminate the employment            
will be two weeks, increasing to one calendar month by either side on the successful               
completion of the probationary period. 

f. Holiday entitlement: The successful candidate will be entitled to the statutory           
holiday entitlement. One week of the entitlement must be used to cover the             
Christmas shutdown period. 

f. Facilities: Members of staff can use the School’s sports facilities at allocated times.             
There is free on-site parking.  The post holder’s children may, upon passing the             
entrance assessments, be eligible at the discretion of the Governors for a reduction on              
the basic tuition fees. 

  

The Process 
Letters of application together with the completed application form (available to download 
from the School website) must reach the School by 4pm on Monday 26 October 2020  and be 
sent by post to: 

Mrs Teresa Barber 



 
Resources Officer 
St George’s School 
Wells Lane 
Ascot,  SL5 7DZ 
 
or by email to tbarber@stgeorges-ascot.org.uk 
 
Any queries about this post may be made in the first instance to Mrs T Barber, Resources 
Officer (tbarber@stgeorges-ascot.org.uk) 
 
It is intended that face-to-face interviews will take place at the School during the week               
commencing 2 November 2020. Candidates will be asked to undertake a short ‘in-tray’ test              
to demonstrate the required skills. 
 
The School reserves the right to interview and /or recruit at any time during the recruitment 
process.  
 

 

St George’s School is committed to safeguarding the welfare of children at the School. Therefore, this appointment will be                   
subject to a successful disclosure check from the Disclosure and Barring Service. This will give details of all spent and unspent                     
convictions and other recordable matters. A policy on the recruitment of ex-offenders is available, if required, from the School                   
Office. The supplied references will be taken up and the School may approach previous employers for information to verify                   
particular experience or qualifications. A medical questionnaire will be required to be completed by the successful candidate. 
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