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The Tiffin Girls’ School Vision

Our vision is to provide ‘An
intellectually stimulating and
outward-facing school, enabling
students to flourish and
contribute to society’.
The school’s motto sapere aude –
dare to be wise, is embodied in its
core values of Community, Love of
Learning and Character.
Community:
• Collaboration
• Active Citizens
• Celebrate diversity
Love of Learning:
• Inspiration
• Embrace knowledge
• Creative & Critical thinking
Character:
• Integrity & Respect
• Courage & Resilience
• Independence & Initiative

From the Headteacher
Dear Applicant
Part time Finance Assistant post at The Tiffin Girls’ School
This is an important appointment for this high achieving school. We are looking for someone who is able to
offer excellent administrative skills, combined with meticulous attention to details, and a flexible and cando approach to work.
I was drawn to the Headteacher post here because of the wonderful culture and ethos that permeates this
remarkable school. Our motto, sapere aude - dare to be wise, has been shared by generations of students,
especially when singing the school song, and this motto underpins our vision which promotes ‘An
intellectually stimulating and outward-facing school, enabling students to flourish and contribute to
society’.
Central to achieving this vision are the school’s core values of Community, celebrating our diverse and
inclusive community, promoting a culture of giving and encouraging students to be active citizens in
society; a Love of Learning, inspiring students to pursue their passions with freedom of intellect and being
challenged to think creatively and critically; and Character, building resilience, confidence and
independence with integrity and respect for others. With our students’ commitment to these core values,
we aim to be regarded as much for our academic results, as for being a school community that nurtures
collaboration and giving back to society, and encourages engagement in a wide and diverse range of extra
curricular activities.
These three values are all considered in our daily interactions with the students. Our values were also
plainly evident in the hugely positive way in which our school community dealt with the many challenges of
the recent lockdowns. Not only did lessons continue remotely, but students remained engaged and
enthusiastic. Staff supported one another and the whole community of staff, students, friends and family
made an impressive contribution to good causes such as a local initiative sewing items for the NHS.
Alongside this, every member of this community is committed to safeguarding and promoting the welfare
of all our students. We demonstrate our commitment through:






maintaining an attitude of ‘it could happen here’;
when concerned about the welfare of a student, always acting in the interests of the student;
establishing and maintaining an ethos where students feel secure and are encouraged to talk and
are always listened to;
ensuring that all students know there is an adult in the school whom they can approach if they are
worried or in difficulty; and
including in the curriculum opportunities which will equip students with the skills and knowledge
they need to stay safe from harm, to make informed decisions and to know to whom they should
turn for help.

I hope that you are excited by what you read and see on the school’s website, and that the opportunity to
contribute to the administration of our school in such a direct way is an appealing one. I look forward to
receiving your application.

Ian Keary
Headteacher

Our School
The Tiffin Girls’ School, a selective state school and stand-alone Academy, is a vibrant and happy
community where the students take centre stage. The school is currently home to 1,231 students, aged
between 11 and 18, and as we start our 142nd year, has been providing an education where students can
live up to the school’s motto sapere aude - dare to be wise. The school prides itself on encouraging
students to aspire to excellence in everything they do, whether that be: academic excellence, a passion and
enthusiasm for the creative and performing arts, sporting prowess, or student leadership. A broad and
challenging curriculum sits alongside a stimulating and rewarding range of extracurricular activities, many
of which are student-led, and these elements of school life combine to develop inquisitive, confident,
dynamic and successful young people ready for their future lives as global citizens.
The students achieve highly because they are incredibly motivated, hardworking and focused. It is,
however, the caring and strong pastoral system, complemented by the development of strong friendship
groups, which makes them feel happy and safe, allowing them to flourish in their time here. The school
also benefits greatly from a very positive relationship with parents, working together in our common aim
which is to encourage and support the students.
The school is a six form entry selective school, having expanded from five forms of entry in September
2016. As of September 2021, we have 180 students in each year group, with over 335 in the Sixth Form.
There are spacious yet functional premises, which provide extensive facilities in all areas of the
curriculum. Specialist teaching areas include thirteen science laboratories, three art rooms, a drama studio,
Learning Resource Centre (with additional computers), music suite and a computer suite of two computer
rooms, with bookable laptops, chromebooks and clusters of machines in design technology, music and
science. There is a large assembly hall, a separate dining hall and two gymnasia. Sports facilities include an
astro turf, resurfaced netball and tennis courts. Students in years 7 to 11 bring their own chromebooks to
school to ensure a seamless transition between home and school learning.
The school's proximity to London makes it possible for students of all ages to attend concerts, plays,
theatre workshops, lectures, exhibitions, one-day conferences and international matches. The school
makes good use of this facility as trips and activities outside of school form an essential part of the
students’ educational experience.
Parental contributions and fundraising have greatly enhanced the accommodation in the school. In the
recent past, two new classrooms, a learning resources centre and two science laboratories, have been
added thanks to our parents. Last year we completed a science laboratory refurbishment and a new
teaching block which included a performing arts studio.
Staff
The strong team of highly qualified staff has extensive and varied experience. Both teaching and nonteaching staff share a commitment to high standards of learning, discipline and care for the personal
wellbeing of each student. Good liaison is cultivated with local feeder schools, community services,
employers and with universities.
Opportunities for professional development are essential and care is taken to ensure all staff have access
to training and new experiences through CPD based on needs identified through appraisal, or for whole
school development. Where relevant, non-teaching staff are encouraged to join working parties, recent
groups include Equality, Diversity and Inclusion and Behaviour for Learning. The impact of working party
research or action is evaluated at the end of each year and reviewed for the following year.
There is an active staff association, which arranges social activities throughout the year.

Admissions
The school operates a two stage testing process for admission to Year 7. The Determined Admissions
Arrangements are available to read on the website.
In recent years, Governors changed the admissions criteria, promoting greater social responsibility by
giving a priority to those living in the inner area and designated area who are from a disadvantaged
background.
We anticipate continuing to be heavily oversubscribed each year, receiving a large number of applications
from academically able students.
Curriculum
The school provides a wide range of subjects that meet the learning and destination choices of our highly
able students. Lessons are taught in one-hour periods over a 25 period week.
Our Key Stage 3 curriculum develops students' knowledge, skills and understanding, and lays the
foundations for the courses students will then follow at Key Stage 4. All subject areas are enriched with a
wide range of creative and stretch and challenge opportunities that are designed to enable students to
reach their full potential.
In Years 10 and 11, subjects are taught across two periods per week. The exceptions to this are Maths
(three periods per week) and English (four periods per week). The core curriculum includes English, Maths,
Biology, Chemistry, Physics and a language with students then choosing three further options. All students
receive a private study lesson and two PE lessons as part of their broader curriculum.
In Years 12 and 13, subjects follow A Level specifications. In Year 12, we offer a Higher Education
Programme and a pastoral programme of activities designed to broaden their education.
Staff care passionately about the students, and we are acutely aware of the pressures that many high
achieving students face. We have therefore developed a comprehensive evidence based PSHE curriculum,
one period a week, which has been specifically written for our context and includes many guest speakers.
Sixth Form
Sixth Form students have many opportunities to enrich their educational and social experiences over the
two years and many participate in charity and not for profit enterprises. They compete at national level in
the Young Enterprise Company Programme (UK winners 2013), enrol on the Duke of Edinburgh Award
Scheme Gold awards, and take part in Chemistry and Biology Olympiads, Engineering Education Scheme,
UKMT, debating, university challenge, Model United Nations and a wide range of other clubs and societies.
Sixth Form students support and/or are extensively involved in contributing to Black History Month, our
Time to Talk activities and lead on the extensive range of charity work the students are involved in.
Alongside this, the students are encouraged to conduct work experience to support their personal
development and UCAS applications.
Student leadership is actively encouraged and many Sixth Form students are school officers, prefects,
subject associates and mentors for younger students in the school. Sixth Form students, for example,
mentor and coach a large number of students in debating clubs covering all three key stages; all year
groups compete in local and national competitions such as ESU and University Schools events.
While many of our students go on to Oxbridge (19 in 2021) and other Russell Group universities, a small
number are choosing to study abroad or to take up degree level apprenticeships.
Location
The school is located in spacious and attractive grounds in a pleasant residential area which is bordered by
the River Thames and Richmond Park. It is situated on the northernmost edge of the Royal Borough of

Kingston upon Thames with easy access to road and rail networks. The nearest railway stations are at
Kingston upon Thames (Zone 6), a fifteen minute walk away, or Richmond upon Thames.
Equality and Diversity
The school celebrates the diversity of its students and staff, and is fully committed to an ongoing
programme of review of our equality and diversity practices to ensure all members of the school
community are fully accepted and equally valued. We have a Stonewall award and as part of our
commitment to an anti-racist strategy, the school is currently working towards an anti-racist school
accreditation through the Centre for Race, Education and Decoloniality at Leeds Beckett University.
Safeguarding at The Tiffin Girls’ School
In support of our safeguarding commitment, we undertake rigorous employment and enhanced Disclosure
and Barring service (with Barred List) checks on appointment. The school complies with the DBS Code of
Practice and with the statutory guidance, Keeping Children Safe in Education, as updated from time to
time. We provide regular safeguarding training and expect staff to be aware of, understand and act in
accordance with school policies. On appointment, staff will be asked to sign up to our E-Safety, Health &
Safety, Data Protection and Secure Data Handling policies and to our various Safeguarding documents. In
addition, on appointment, all staff are required to sign their agreement to complying with the school’s
Code of Conduct. If any of the above raises any queries when you are considering your application, please
do not hesitate to contact Kirstin Stansfeld, HR Director on recruitment@tiffingirls.org.
Our safeguarding policy is available for you to read on our website at www.tiffingirls.org under the tab ‘Our
School’ and the page headed ‘Key Documents’.

Job Description
GRADE

E

REPORTING

Responsible to: FINANCE OFFICER

KEY
RELATIONSHIPS

 Budget Holders
 Teaching and Support Staff
 Pupils
 Parents
 Facility Hirers and Community Users
 Suppliers, Customers and Contractors
Supporting the Finance Officer with all aspects of the operations of the Finance
function including the accurate recording of transactions, operating and
monitoring all school accounts, budgets and administrative routines relating to
purchase orders and invoices. To manage the administration of the hiring of the
school facilities, including booking facilities, liaising with hirers and issuing sales
invoices. To provide efficient finance and administrative assistance.

MAIN PURPOSE
OF JOB

MAIN
RESPONSIBILITIES

Purchase Ledger
1. Process and despatch all purchase orders to suppliers ensuring sufficient
funds are available beforehand and the accuracy of assigned codes used
within the school chart of accounts
2. Maintain reports of all outstanding purchase orders and to chase when
appropriate
3. Process, input and file all supplier invoices
4. Maintain and reconcile supplier accounts
5. Liaise with suppliers and contractors and attend to queries as required
by line manager
6. Train members of staff on using software (PS Financials) for purchase
ordering
Sales ledger
7. Maintain all customer accounts
8. Perform the credit control function chasing outstanding invoices and
liaising with the Finance Officer regarding taking further actions as
necessary
School Trips
9. Support the Finance officer with the administration of school Trips
10. Provide trip leaders with all cost information of trips following sign off
by the Finance Officer
11. Prepare and despatch school trip information letters to parents and
communicate with parents as necessary
12. Set up new payments on ParentMail and archive payments as applicable
13. Monitor and record all payments received via the ParentMail system,
liaise with trip leaders and parents regarding outstanding payments and
attendees
14. Collate all necessary documentation including medical records,
passports and emergency contact forms

PE Options
15. Be responsible for the administration of PE options which includes:
a. Preparing letters for parents to be despatched via ParentMail and to
communicate with parents as necessary regarding payment
b. Monitoring receipt of payments
c. Liaising with the Head of PE over registers and instructors and any
queries
Private Funds
16. Support the Finance officer with the administration of the STGSC and
activities account
17. Process new mandates onto the Direct Debit system and update SIMS
18. Maintain the Direct Debit system and gift aid records
Asset Register
19. Be responsible for recording all new assets and tagging them as
appropriate
20. Assist with deleting assets that have been disposed of
Facility Hire
21. Manage, develop, organise and promote the school’s commercial
lettings out of school hours, during holiday periods and weekends, to
clubs and community users.
22. Monitor and respond to all communication on the facilities email
23. Record bookings and issue sales invoices
24. Manage Leisure Assistants and their shift patterns
25. Send out copies of weekly bookings to all interested parties
Other
26. Assist with the monitoring and responding to all communication on the
finance email
27. Set up and maintain Finance archive files and historical data
28. Maintain the list of Pupil Premium pupils and ensure they are linked to
the catering system
29. Monitor lunch accounts and chase overdrawn balances on a regular
basis
30. Liaise with the music administrator in issuing payment requests to
Visiting Music Teachers
31. Assist staff with financial issues such as placing orders, advising on best
value, providing details of alternative suppliers, etc.
32. Establish appropriate working relationships with all staff, including the
Headteacher and the Senior Leadership Team
33. Maintain awareness of and commitment to the school equal
opportunity policies in relation to both employment and service delivery
34. To undertake all other duties as required commensurate with the grade
of this post

Person Specification
Criteria
(1 = Essential, 2 = Desirable)
EDUCATION
Good general education to a satisfactory standard
5 GCSEs grade A*-C or equivalent in English and Mathematics or equivalent experience
EXPERIENCE

1

Previous relevant experience working in a busy office environment

1

Finance /Accounting experience

2

KNOWLEDGE AND SKILLS - demonstrate the ability to:
Good working knowledge and understanding of methods of purchase ordering and procurement

2

Build and form positive relationships with pupils , parents, colleagues and other third party
stakeholders of the school
Work constructively as part of a team , understanding school roles and responsibilities including own

1

Have knowledge of basic financial procedures, policies and accounting code structures

2

Identify errors and make corrections to financial records

2

Demonstrate excellent verbal and written communication skills appropriate to the need to
communicate effectively with colleagues, pupils and suppliers/contractors
Good standard of numeracy and literacy skills

1

Use office computer and finance software including word processing , spreadsheets, database/s and
internet systems to at least a basic level
Maintain accurate records and filing systems

1

Deal with confidential data issues appropriately

1

1

1

1

PERSONAL QUALITIES
Initiative and ability to prioritise one’s own work
Demonstrate a ‘can-do’ approach to work, being an enthusiastic member of the team and the wider
school community
Ability to follow direction and work in close collaboration with line manager

1
1

Ability to form and maintain appropriate relationships and personal boundaries with children and
young people
Committed to equality and diversity

1

Ability to work flexibly to meet deadlines and respond to unplanned situations

2

Shows a personal commitment to safeguarding and promoting the welfare and rights of young people.

1

Appreciates the significance of safeguarding and child protection issues in an educational institution
and understands how this impacts on the working environment

1

1

1

Why choose The Tiffin Girls’ School?
Mrs Nimmi Dhillon
Administrative Assistant/Receptionist
I really do like working with people – dealing with the children, staff and visitors.
It can be challenging but it’s rewarding as well. Especially interacting with the
students, seeing them through a seven year cycle and beyond – sometimes you see
them again and they remember you. Being a first aider too, I get to know them a
bit more. I’m always willing to help. There was really a lot to learn when I started,
not having worked in a school before. And every day is different, the role is very
varied. I’ve had training in First Aid and recently in student wellbeing support,
which I volunteered for. I went as a helper on a Duke of Edinburgh trip camping in
the Peak District and I really did enjoy that. I can’t believe I’ve been here 14 years
but it's been 14 years of constant change. Every year has got better and better. My
confidence has really grown since I started here. It’s the people – the pupils and the
staff – who make it special here.

Mr Chris Cornwell
Physics Technician
I enjoy knowing my support to the teachers has contributed to the students’
understanding and enjoyment of science in a small way. I enjoy participating
in lessons, as I’m asked to demonstrate the equipment sometimes. Also I get
to go on the school trips, like the Science and Natural History museums. When
I started 15 years ago I was really impressed with how supportive the school
and fellow technicians were, and they still are. Being a technician is very
rewarding and interesting, while also being convenient. I could drop my kids at
school when they were younger, then pick them up and no additional childcare
was needed. It made it a good choice to work in a school and it still stretches
me. The curriculum changes quite regularly so you have to think of new ways
of presenting the lessons. Every week is different, and I really enjoy the
students’ enthusiasm and their reactions to the equipment I’ve set up.

Mrs Hannah Rogers
D&T Technician
I came from a textile design background and my degree was in textile design, so
a bit different to what I do here. I used to design and also manage a studio in my
textile life. After having my children, I felt I wanted something that would be giving
back a bit more, and not so commercial. I can now give back some of the things I
learned in that career. I hadn’t worked in DT before but when I read the advert I
realised it could suit me quite well – and the advert said training would be provided.
The highlight has been learning how to use the machines and even how to fix them.
I’ve learned so much. If it was me of two years’ ago meeting me now, I would be
amazed! The training has been brilliant, as has the general support from the
department. It’s special because the staff and pupils are just lovely. I’d never
worked with teenagers before and I was a bit worried about that, but I wish I’d
known how polite willing to learn they are.

Benefits of working at Tiffin Girls’
All of our non-teaching staff enjoy a range of benefits:












Two week October half term *
Free tea and coffee in the staffroom with regular wellbeing weeks
Free on-site parking
Pleasant working environment on the outskirts of the busy town of Kingston upon Thames with
easy access to London and the surrounding Surrey countryside
An Employee Assistance Programme including free at the point of use counselling
Pleasant working environment on the outskirts of the busy town of Kingston upon Thames with
easy access to London and the surrounding Surrey countryside
Cycle to Work Scheme (salary sacrifice)
Enhanced maternity benefits and consideration given to flexible working where possible
Free lunch and refreshments on Inset days
A busy Staff Association who arrange social events throughout the year
Membership of the Local Government Pension Scheme (either through auto-enrolment or opting in
to the scheme, depending on earnings) – the school currently contributes 21.8% of employee salary

* Note that you will need to work an additional three days during any of the school holiday closure
periods to make up for the additional October half term holiday. This is included in the 13 days holiday
working.

The Tiffin Girls’ School
Richmond Road Kingston upon Thames Surrey KT2 5PL
020 8546 0773 | contact@tiffingirls.org | www.tiffingirls.org

