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Job Title: Finance/Admin Assistant  
From: As soon as possible  
Salary: Circa £20,000.00  
Closing Date: 31/05/2019  
Interviews: w/c 10/06/2019  
 
Westbourne School is the only co-educational independent school in Sheffield offering first class 
education to Sheffield girls and boys from the age of 3 to 16. With our individualised learning, we 
offer every child the opportunity to excel and to be the best that they can be. We promote the values 
of excellence, respect and friendship and encourage children to care for themselves, each other and 
their surroundings.  
 
We are looking for an efficient, effective person and team player to act as a Finance/Admin Assistant. 
This role also includes support for Director of Studies and some reception cover required on Friday.  
An ambassador for the school, the successful candidate will work to high professional standards and 
display both tact and diplomacy. Excellent administrative, financial and organisational skills, attention 
to detail and an ability to work as an integrated part of a busy administrative team, are essential.  
 
Experience of SAGE accounts and payroll is essential and experience of small business accounting is 
desirable. AAT, part-qualification or qualified by experience is desirable.  
 
The normal hours of employment are 8-30am to 5:00pm for 5 days each week, for 36 weeks. Five 
weeks to be taken as holiday entitlement outside term time and one week is closed (December 
holidays). During school holidays (10 weeks) shorter working days. 
 
The school is committed to safeguarding and promoting the welfare of children, and the successful 
applicant will be required to undertake an enhanced DBS check and First Aid Training.  
 
Applicants should submit a detailed CV with a covering letter to:  
Mrs Ashlie Morton, Westbourne School, 60 Westbourne Road, Sheffield S10 2QT or by email to 
Amorton@westbourneschool.co.uk. 
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