
Information for applicants to  
non-teaching posts at Tiffin: 
Finance Director  

 

Thank you for your interest in this post.  I do hope that in reading this information about the post and 
School, and by looking at our website, you will feel inspired to submit an application. With a vibrant and 
friendly staff. Tiffin is an excellent school to work in. I look forward to receiving your application. 
Mike Gascoigne, Headteacher 
 

Tiffin School: Introduction and Background 

 
Tiffin School is an extremely successful and well 
known selective state school for 11-18 year olds. It is a 
boys’ school from 11-16, but has a mixed Sixth Form. 
There are approximately 1400 pupils, including 500 in 
the sixth form.  It is renowned not only for the 
consistently excellent exam results, but also for the 
very high quality of its co-curricular activities; sport, 
music, drama and the arts are very strong indeed, and 
the Tiffin Choir has a national reputation, singing at 
prestigious London venues and performing on many 
well-known sound tracks. In addition to the main 

School site near the centre of Kingston-upon-Thames, the School has use of extensive playing fields at 
Hampton Court, and a Boathouse on the Thames. Tiffin’s origins date back to 1638, and it has occupied its 
current site in the heart of Kingston since 1929. Today, Tiffin School is one of the leading state schools in 
the country, educating pupils from Kingston and its surrounding areas in South West London.  The School 
attracts pupils from a wide range of diverse backgrounds, and is judged to be outstanding by Ofsted.  Both 
students and staff are proud of the School and what it achieves, and happy to be part of the vibrant Tiffin 
community. Please see the website for further details of the School and the Head’s Newsletters for a flavour 
of the regular activities that the School engages in.  You can also read our latest write up in the Good Schools 
Guide, which has just been published.  
 

The Post: Finance Director  
 
The Finance Department at Tiffin School (registered company no. 07547311) is a small team with a wide 
range of responsibilities, not only for the effective and efficient financial operation of the School, but also 
for its governing Foundation, and several associated organisations. After 13 very successful years, our 
current incumbent is moving on to new opportunities, so we are now recruiting a new Finance Director. 
This is a truly exciting opportunity to play a significant part in the strategic management and leadership of 
one of the most successful and well-known schools in the country, and to further develop and build on the 
excellent recent work within the Department. 

 
The Finance team is led by the Finance Director who is a member of 
the Senior Leadership Team at the School, and is the Chief Financial 
Officer of the Academy. There are 3 further members of the Finance 
Office, including a Management Accountant, and Senior Finance 
Officer (who is responsible for payroll) and a Finance Officer. In 
addition, there is an apprentice to support (who will replace the 
Finance Officer later in the year), and another part-time member of 
staff. Our finance IT package is PS Financials, and we use other 
packages for our lettings and fundraising. 
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The Finance Director also oversees the Fundraising and revenue generation operations, an area that has 
grown significantly, and one in which the School is aiming to see further development and income. The 
Finance Director line manages the Head of Fundraising and also the Sports Centre Manager, who is 
responsible for our significant lettings of the Sports Centre, astropitch and playing fields. 
 
The role of the Finance Director has become more interesting as the School’s finances have grown and 
become more complex in recent years, in line with the expansion of the School and its operations. Tiffin 
School is a single Academy Trust. As a state-funded Academy, the School is a company limited by guarantee 
and an exempt charity. Not only does the School receive income from the Government, (of approximately 
£7.5m pa) but it also has a strong income stream from its lettings, particularly sports lettings. (total income 
for lettings of more than £250k pa). In addition, significant sums are raised through fundraising, (over £300k 
pa), and there is a large turnover in areas such as our in-house catering operation (approximate turnover of 
£450k pa). We are aiming for significant growth in all these areas of the business of the School, and the 
Finance Director will take a strategic lead in facilitating this.  
 

 In addition, the School manages a number of other related 
accounts and budgets; these organisations are of a smaller scale 
and details of their accounts are available with the Charities 
Commission and/or Companies House for reference. They 
include: 
• the Tiffin School Foundation, (a Charitable Incorporated 
Organisation which owns the land & buildings and is the charity 
through which our voluntary funds are held, registered charity 
number 1185240). The Foundation also has a £1m endowment 
invested with the CCLA, 
• Tiffin Association Limited (an alumni company which 

currently manages the sportsfields, charity number 1125708 and company number 06611130), and  
• There are also 2 very small accounts: Canbury Boathouse Limited (a company which manages the 
School Boathouse shared with Kingston Rowing Club, company number 00815108), and Tiffinian Limited 
(a small charity which was previously used to raise voluntary funds, which now has few transactions, 
charity number 273467 and company number 01259497).  
 

We are currently working to consolidate these organisations. We have plans for significant development of 
these, and also for the expansion of income through lettings. 
 

The post holder must be a qualified accountant and have all the capabilities to manage and prepare the 
budget and accounts. In addition, there is a significant role in managing others in order to both increase 
revenue and control expenditure. The postholder will need to have excellent inter-personal skills, and be 
able to communicate effectively with a variety of groups including senior management and trustees of the 
Board of Governors. 
 
For the right candidate there will be the opportunity to take on further aspects of operational management 
which would give more opportunities for promotion and remuneration. 



Location: Kingston upon Thames 
 
The School’s Kingston town site provides all of its 
teaching and learning facilities and some sports 
facilities.  The School is also very fortunate to have 
its extensive playing fields in Hampton Court, 
where sport is played every afternoon, and at 
weekends, and its own boathouse in Kingston. 
Our sports ground is beautifully situated with the 
River Thames and Hampton Court Palace very 
close by. 
 

 

 
School Facilities  
 

The School has very good facilities which have been 
developed over the years.  The centre of the School is 
arranged around a garden that has the original 1929 
building matched with the award winning, Learning and 
Resources Centre (LRC) built in 2004. The six main buildings 
which make up the site, together provide extensive facilities 
such as twelve fully equipped science laboratories, three art 
rooms and a drama studio. There is a large hall for 
assemblies which is also used for public performances, as 
well as a separate Sports Centre. The School is continuing to 
follow its master plan for the development of the site, and a 
great new 2-storey building was opened in 2018 to house a 

dining hall and 5 more classrooms, and a new Sixth Form area was opening alongside this.  A fantastic 
extension to the Sports Centre housing new fitness studio, changing facilities and excellent gym opened in 
2021.    

 
 
 
The School site in Kingston contains our all-weather floodlit 
artificial pitch.  We are most fortunate to have such facilities 
available that allow us to provide a range of opportunities for 
our students and also provide a source of funding through 
third party lettings in the evenings and at weekends. 
 
 

 
 

 
Professional Development 
 
Tiffin invests in its staff through both internal and external professional development.  Yet we also give a 
trust to our staff, as professionals, to carry out their job with the minimum bureaucracy necessary.  All staff 
undergo induction. In all aspects of the support and administrative life of the School, Tiffin is fortunate to 
have a dedicated and committed support staff that allow the School to operate in such an effective way. 

  

  



 
Staff and their Welfare 
 

There are at present 76 teaching staff and about 60 
non-teaching staff at Tiffin.  The School is a most 
friendly place to work, and there is an excellent and 
vibrant mix of both experienced and newer staff.  It 
is a place where young staff can learn and progress, 
or older staff can hone their talents.  There is a very 
good camaraderie among the staff, helped by the 
socials and events which are organised.  Welfare of 
staff is a key concern of the management. We have 
our own salary scales which reflect the local 
government scales for Outer London.  Benefits 
include: Excellent Local Government Pension 
Scheme/season ticket loan/Cycle to Work 

scheme/salary advance scheme for a rental deposit/free on-site parking /childcare vouchers/enhanced 
maternity benefits/25 days holiday rising to 30 after 5 years’ service.  

 
Safeguarding of Children 
 

REHABILITATION OF OFFENDERS ACT 1974 (EXCEPTIONS) ORDER 1974 (AS AMENDED IN 2013)  

Tiffin School is committed to safeguarding and promoting the welfare of children and young people and 
expects all staff to share this commitment.  The post you are applying for is subject to an order under Section 
4(4) of the Rehabilitation of Offenders Act 1974.  Applicants must therefore provide information about all: 
convictions, cautions, warnings, reprimands, binding over or other orders, pending prosecutions, criminal 
investigations that are not “protected” as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) 
Order 1975 (as amended in 2013).  This particular post is also subject to a section 128 management check. 
 

 

Equal Opportunities 

Tiffin School is an equal opportunities employer and its policies, including the need to guard against false 

assumptions based on an applicant’s sex, race, colour, nationality, ethnic or national origins, disability, 

religion, age, marital status, working pattern, sexual orientation or gender reassignment, are followed at 

all stages of the selection procedure. 

 

How to apply 

 

Please access our website, (www.tiffinschool.co.uk), for an application form to complete.  Please e-mail   
your completed application form to vacancies@tiffin.kingston.sch.uk by the closing date, noon on Monday 
27th September.  

 
 

 

 

 

 

http://www.tiffinschool.co.uk/
mailto:vacancies@tiffin.kingston.sch.uk


Job Description 
 
 

Post:    Finance Director 
 
Grade:    £62,926 - £70,713 
 
Responsible To:  Head teacher & the Governing Board of Tiffin School 
 
Status:    Full Time, Permanent. 
 
 
Key Relationships: Governor Committees, SLT, Budget Holders, External Audit, Local Authority, 
Payroll Bureau, ESFA, Other external bodies 
 
Job Purpose: 

 To provide strategic leadership for, and development of the financial and commercial functions of 
Tiffin School  

 To provide strategic financial direction and information and advice for the Headteacher and the 
Governing Body; 

 To organise and provide a comprehensive and effective financial service to the Academy Trust and 
its associated organisations. 

 To establish, monitor and evaluate the effectiveness of all financial systems, policies and procedures, 
reviewing and refining as necessary; 

 To ensure that appropriate financial controls are in place. 

 To manage and organise the operation of the finance and other departments within the postholders 
remit. 

 
ROLES AND RESPONSIBILITIES 
 

Leadership & Management: 
 

 Advise and support the work of the Headteacher and the Governing Board, presenting accurate 
reports and management accounts to them on a timely and regular basis, and attend the Full 
Governor Board and committee meetings as required 

 Initiate ideas, policies and developments with regard to the Academy’s values and ethos, as well as 
promote improvements in all aspects of the financial performance of the academy as appropriate 

 Lead the fundraising and income generation strategy of the Academy, working closely with and line 
managing key personnel such as the Fundraising Manager; Sports Centre Manager; and Catering 
Manager 

 Pursue the concept of ‘best value’ to benefit the Academy 

 Attend the Senior Leadership Team meetings and actively contribute to all aspects of strategic and 
operational management of the School, and especially on all financial aspects 

 
Financial Management of the Academy 
 

 Manage all financial functions within the academy 

 Prepare the annual budget liaising with budget holders and external bodies as required in order to 
ensure that the budget fully reflects the financial circumstances of the period, giving full 
consideration to revenue, capital and cash flow and to extending the budget forecast to a minimum 
of five years. 

 Prepare the annual statutory accounts & notes together with the initial draft of the trustees’ report, 
ensuring that the accounts are both complete and accurate as well as in compliance with all 
appropriate accounting standards and relevant legislation. The report and financial statements are 
prepared under SORP for charities. 



 Oversee the preparation of the monthly management accounts (prepared by the Management 
Accountant).  Lead on the content and development of the various papers, including maintaining 
KPIs and updating income & expenditure forecasts. 

 Ensure that journals, accrual & prepayment schedules and control account reconciliations in support 
of the management and statutory accounts are correctly prepared by the Finance team. 

 Act as system administrator to the finance IT package maintaining the ledger structure in an 
appropriate manner and updating the chart of accounts as required. 

 Ensure all statutory returns are completed and legal obligations fulfilled in connection with the 
Department for Education, ESFA, Companies House, Charity Commission, and any other external 
organisations. 

 Advise, consult, inform and update the Headteacher and Governors in all financial matters 

 Produce and maintain a strategic financial plan that will indicate trends and requirements of the 
academy and will forecast future years’ budgets 

 Arrange & manage the internal and external audit process, liaising and co-operating with the 
external auditors. 

 Ensure compliance with the prevailing Academies Financial Handbook and the Academy’s own 
Finance Policy and Procedures Manual 

 Use financial management information, especially benchmarking tools to identify areas of relative 
spending, assess trends and directly advise the Main Board & committees accordingly 

 Working with department heads, proactively seek, secure and manage additional finance streams, 
including fundraising, lettings, bids and asset management processes 

 Actively participate in the ESFA Condition Improvement Fund annual capital funding bidding 
process, and other grant bidding processes as appropriate, contributing to the prioritisation of 
projects together with active input into the detailed bid submissions. 

 Negotiate, manage and monitor contracts, tenders, and agreements for the provision of support 

services ensuring “best value” at all times, and that the tender/selection process for new suppliers 

is compliant with the academy’s Finance Manual and public sector procurement compliant guidance 
if necessary. 

 Develop and improve accounting procedures and working practices within the department and 
School in general, in the light of changing circumstances, organisational requirements and IT 
developments. 

 Provide financial guidance and training to Academy staff 

 Have line management responsibility for the Management Accountant, the Senior Finance Officer 
and Finance Assistant, overseeing their development and conducting appraisal and review 
meetings.  This may include mentoring individuals through formal accounting training courses. 

 Monitor cash flow requirements, ensuring sufficient funds are available to meet commitments and 
that sufficient returns are made on surplus funds. 

 Monitor and ensure that all relevant grants and other income to which the school is entitled are 
received, and review expenditure to demonstrate that the principles of ‘best value’ are applied by 
the school. 

 Oversee and manage the provision of payroll and pensions services. 

 Lead and assist where necessary in the production and evaluation of costing analysis, business case 
proposals and grant applications. 

 To review and administer the School’s Risk Protection and/or commercial insurance requirements, 
liaising with the ESFA Risk Protection Arrangement administrator, brokers and insurance 
companies directly as necessary. 

 
Fundraising and Revenue Generation 
 

 Maintain the accounts of all private income activity of the Academy Trust as part of the overall 
accounts management. 

 Line Manage and support the Fundraising Manager in developing the fundraising strategy 

 Regularly report to the Headteacher and Academy Board on the success of the fundraising strategy 



 Line manage and support the Sports Centre Manager to develop a strategic plan and increase 
revenue from hiring of sports centre, astropitch and playing fields; regularly report to the 
Headteacher and Board on the success of this strategy    

 Support the Premises Manager as necessary to enable him to actively manage the financial and 
operational aspects of the Academy's facilities and service contracts; 

 In partnership with the Premises Manager, develop a strategy for increasing revenue from premises 
lettings and other sources of income 

 Line Manage and support the Catering Manager to ensure that the in-house catering facility 
financially breaks even, whilst maintain its high standards for provision of food 

 
Wider Tiffin responsibilities 
 

 Prepare statutory and management accounts and budgets for associated organisations including 
The Tiffin School Foundation, and Tiffinian Association Limited.  Ensure that appropriate 
accounting procedures and controls are in place for such organisations. 

 Work with the Tiffin School Foundation and Tiffinian Association Limited to ensure the 
maximisation of revenue from activities at the School playing fields at Grists, line managing the 
Sports Centre Manager 

 Ensure that the appropriate returns are submitted on time to the ESFA, Companies House and/or 
the Charity Commission as appropriate.   

 Act as the Company Secretary to the Academy Trust. 
 
Risk Management: 
 

 Maintain the Academy Risk Register and ensure that all actions agreed with Trustees are carried out 
and reviewed 

 Review existing risks and identify potential risks in relation to achieving strategic objectives, and 
make effective contingency and disaster recovery plans.  

 Monitor security and control procedures within the department and school, identifying weaknesses, 
recommending and implementing improvements when appropriate. Report and act on comments 
and recommendations made by auditors. 

 
Miscellaneous 
 

 Maintain confidentiality of information commensurate with the seniority of the role 

 Abide by GDPR regulations 

 Perform any other duties commensurate and reasonable with this position.  
 
Conditions of employment 
 

 The above responsibilities are subject to the general duties and responsibilities contained in the    
written statement of conditions of employment (the contract of employment). 

 The post holder is required to support and encourage the School’s ethos and its objectives, policies 
and procedures as agreed by the governing body.  

 The post holder is required to uphold the school’s policy in respect of child protection and 
safeguarding matters 

 This job description allocates duties and responsibilities but does not direct the particular amount 
of time to be spent on carrying them out and no part of it may be so constructed. 

 This job description is not necessarily a comprehensive definition of the post. It will be reviewed at 
least once a year and it may be subject to modification at any time after consultation with the post 
holder.  

 All members of staff are required to participate in the school’s appraisal scheme. 
 
 



FINANCE DIRECTOR - PERSON SPECIFICATION 
 

 

 

Qualifications and Professional Development: Essential  Desirable 

Recognised CCAB accountancy qualification (ACA, ACCA, CIMA. CIPFA)   

Evidence of post qualification continuing professional development   

Education related business management qualification   

   

Experience:   

Recent experience in a senior finance role   

A track record of successful financial management and operational 
leadership 

  

Experience of financial planning and control   

Implementation and oversight of the financial control framework   

Experience of effective risk management   

Experience of preparing for audits and liaising with auditors   

Knowledge and experience of Local Government and Teachers pension 
schemes 

  

Preparation of management accounts and forecasts   

Understanding of the content and the evaluation of tender documents  
 

 

Proven ability to influence at a senior management level including 
successfully facilitating joint decision making. 

  

   

Knowledge, Skills and Abilities:   

The ability to manipulate, interpret and present complex data   

Effective line management of colleagues   

Excellent Microsoft Excel skills   

Knowledge of VAT and partial exemption VAT rules   

Excellent analytical and problem solving skills   

Excellent interpersonal and communication skills   

Use of computerised accounting packages   

The ability to work flexibly, manage time effectively and meet deadlines   

Knowledge of the Academies Financial Handbook   

Knowledge of statutory reporting under the Charities SORP and 
compliance for academies 

  

Project management including large capital spends   

Broad knowledge of procurement best practice including the management 
of the tender/selection process and the award of contracts 

  

   

Personal and Professional Qualities:   

   

Ability to inspire and command respect, confidence and credibility   

An innovative thinker who is able to think and act strategically to deliver 
improvement 

  

Attention to detail with an accurate and careful approach to work   

A positive, energetic outlook which creates motivation and enthusiasm in 
oneself and other members of the Academy community 

  

A sense of perspective, humour, and understanding of others   

Able to maintain trust & confidentiality and with a high standard of 
personal and financial integrity 

  


