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Introduction 
Kensington Park School (KPS) is an academically-selective independent day and boarding 
school for boys and girls aged 11–18. It boasts some of the country’s most experienced 
teachers and offers excellent cultural and sporting opportunities, all in the heart of London. 
Our broad and balanced curriculum is delivered in small class sizes, in a modern, dynamic 
and technology-rich environment, leading to GCSE and A-Level qualifications. We 
encourage every student to develop skills that will enrich their lives and equip them with the 
tools they need to succeed in a fast-paced and ever-changing world. 
KPS offers its students the opportunity to become proficient in many sports and co-curricular 
activities, developing in them a wide range of social and cultural interests through a broad 
and enriching educational experience. KPS has developed strong links with renowned 
sports facilities in and around its west London home. These include Imperial College’s Ethos 
Sports Centre with its state-of-the-art gym and pool; the Will-To-Win sports centre in Hyde 
Park, with its all-weather sports surfaces; and the Westway Centre, an important local centre 
of excellence for climbing, and a central London home for the fast and furious sport of Eton 
Fives.  
In addition, there is an exciting outdoor education programme, which includes participation 
in the Duke of Edinburgh’s Award Scheme.   
The School has two campuses, either side of Kensington Gardens: 

• KPS Lower School, on Bark Place, for students aged 11–16  
• KPS Sixth Form, opposite the Natural History Museum, for students aged 16–18  
. 
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Aims and Objectives 
Kensington Park School has a clear commitment to excellence in education through small 
class sizes, personalised pastoral care, and a unique and varied co-curricular partnerships 
programme.  In addition, the School has both established and developing links around the 
world which will offer students a global perspective on education, equipping the young minds 
of today for the world of tomorrow. 

Our teachers inspire a zest for learning and independent thinking.  Students are thoroughly 
prepared to gain entry into the top universities worldwide.  Success is based upon each 
student’s enjoyment of a stimulating learning experience alongside other like-minded 
individuals.  We value academic attainment and also encourage our young people to become 
well-rounded, socially intelligent members of society. 

School aims: 

• To value the individual. 

• To provide a modern curriculum which promotes intellectual curiosity and creativity, and 
which fosters a love of independent learning. 

• To provide pastoral care which by being attuned to the challenges of modern society enables 
students to fulfil their potential. 

• To promote a positive approach to healthy living.  

• To offer a stimulating range of co-curricular activities which provide opportunities for personal 
growth, teamwork and leadership. 

• To operate with the highest regard for Safeguarding. 

• To promote responsible attitudes – including those linked to sustainable living - towards the 
wider community both at home and overseas. 

• To nurture links with our partners locally, nationally and internationally. 

• To equip students with the tools to deal with the challenges of the modern workplace and the 
global economy. 

• To attract and retain staff of the highest calibre and to promote a culture of ongoing 
professional development. 
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From entry at either Year 7 or Year 9, students follow a broad traditional syllabus which 
includes English, maths, the sciences, modern foreign languages (including Mandarin 
Chinese), computer science, geography, history, classical civilisation, religious studies, IT, 
drama and music.  

 

This is supplemented by four periods of sport 
each week.  During Year 9, GCSE subjects are 
selected for study in Years 10 and 11.  The 
core subjects, including maths, English, a 
modern foreign language and the sciences, 
while the remaining subjects are selected 
from option blocks.  Students will typically 
study 9 or 10 subjects at GCSE level. 

 

Moving to the Sixth Form, our students will generally select three A-Level subjects, in some 
cases a fourth may be added. 
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Finance Officer 

We need someone who is prepared to work hard, use their initiative and share our aspirations.   
We want the best for our students and teachers and our ambition is to become an outstanding 
college and schools in London. 

Key responsibilities and accountabilities:  

 Billing/Revenue 

• Overall responsibility of Billing for Students and be recognised as prime contact for billings 
by colleges, admissions and sales personnel, using support from other members of the 
team as necessary 

• Ensure Billing happens on a timely basis within 2 working days of receiving confirmed 
acceptance and offer details, invoices are sent to Bill Payers and Billing is transferred to 
FMS from SIMS on at least a weekly basis, as well as on the final day of the working 
month, with all bills accurate based on information provided 

• Ensure all processes and authorisation of discounts is correct, and that fees are correctly 
applied in accordance with fee schedules. Ensure all students are identified as in college 
or not, and that fees are in line with timetables and enrolled students identified matches 
student numbers in college and boarding as appropriate 

• Production of monthly Revenue Sheets by College, showing students in college, amounts 
billed to each student, status of students, and fees yet to bill, to assist management in 
having an up to date picture of revenues and forecasting, as well as reconciling to FMS 
for accuracy 

• Ensure change notifications to students for fees, leavers or accommodation are correctly 
completed and authorised in line with process, and that these are accurately and promptly 
billed within 2 working days of receipt of notification 

• Weekly report to FC on number of invoices raised per college, total amount billed, and 
number of credit notes raised per college, as well as reason for credit notes 

• All instalment payments to be agreed with UK payers only by direct debit, and notified 
accordingly to credit controller 

• All deposits to be recorded within one working day of receipt, and deposits reconciled on 
a monthly basis with clear analysis of deposits related to current students, leavers and 
any who have left without paying full balances 

• Manage submissions to Endsleigh Insurance (Student Insurance) on a monthly basis 
 
For detailed job description please see Annex A
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Remuneration 
KPS remuneration is above the national scale and compares well with others in the independent 
sector. 

Additional benefits include: 
• subsidised education at the School for the 

children of staff (subject to the usual entry 
requirements) 

• Complementary lunches during term time 
provided by our catering team 

• Training (CPD) is actively encouraged and 
supported 

Equal Opportunities 
Kensington Park School promotes equality of opportunity for all with the right mix of 
qualifications and abilities, talent, personal qualities, skills and potential.  We welcome 
applications from candidates of diverse backgrounds and personal circumstances.  
A detailed Equal Opportunities Policy is available on request. 

Safeguarding the Welfare of Students 
Kensington Park School is committed to safeguarding and promoting the welfare of children 
and young people and expect all staff and volunteers to share this commitment.  Applicants 
will be required to undergo child protection screening appropriate to the post, including 
checks with past employers and the Disclosure and Barring Service, as well as have due 
regard for the School's Safer Recruitment and Safeguarding (Child Protection) policies when 
applying for any position at the School. 

Recruitment of ex-offenders & Security of Disclosure 
Information 
Kensington Park School meets the requirements in respect of exempted questions under 
the Rehabilitation of Offenders Act 1974.  All applicants who are offered employment will be 
subject to an enhanced criminal record check from the DBS before the appointment is 
confirmed.  This will include details of cautions, reprimands or final warnings, as well as 
convictions.  It is of fundamental importance to KPS to ensure, so far as possible, that those 
who take up appointments do not pose a risk to the children in our care.
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APPLICATIONS 
An application form is available to download from the staff vacancy page of the School website: 
https://www.kps.co.uk/Vacancies.aspx or on request by emailing our Staff Recruitment Team: 
recruitment@astrumeducation.com 

The closing date for applications is Wednesday, 22 September 2021 at 12 pm. 

Applications must be submitted in full by the advertised closing date for entries. Early 
applications are encouraged as they may be reviewed upon receipt and interviews may be 
scheduled in advance of the closing date. 

A formal offer of employment will always be dependent upon receipt of satisfactory references.  
Where possible to do so the School will seek references prior to interview. 

Details of at least two referees will be obtained, one of whom must be current or most recent 
employer.  Qualification certificates (originals only) will be required at interview, as will proof of 
identity, right to work in the UK and domicile. 

All applications should consist of a covering letter addressed to the Headmaster and a fully 
completed application form.  Please note that CV will not be accepted nor will incomplete 
application forms. 

Applications should be submitted by email to recruitment@astrumeducation.com 

For further information please contact: recruitment@astrumeducation.com or call our Staff 
Recruitment Team on 0203 725 3194 

https://www.kps.co.uk/Vacancies.aspx
mailto:recruitment@astrumeducation.com
mailto:recruitment@astrumeducation.com
mailto:recruitment@astrumeducation.com
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Title: Finance Officer 

Reports to:  Financial Controller 

Based: London 

KEY RESPONSIBILITIES AND ACCOUNTABILITIES (this is not an exhaustive list): 

AGENT COMMISSION: 
 

• Manage Agents Commission Process, in conjunction with Billing Manager, to calculate 
Commission due to Agents for students associated with Agents, send statements to Agents, 
and arrange payment of invoices received in conjunction with Accounts Payable Clerk. 

• Reconcile Agents Commission Liabilities, dates due and any adjustments needed. 

• Working with Sales, Admin and Admissions to maintain data on the Revenue sheets for 
Agents – Agents Reference to facilitate the calculation of commission. 

 
CREDIT CONTROL: 
 

• Manage and coordinate Debt Collection activities, chasing debts with bill payers and/or 
Agents 

• Liaise directly with Principals in colleges to keep them updated on outstanding debt, for 
them to take action on talking to students, or excluding where necessary, and liaise with 
Debt Collection Agencies where appropriate 

• Reconcile outstanding Debtors on a regular basis, analysing debt based on ageing profile, 
repayment terms in place, and debt due by instalment 

• Arranging Direct Debit payment plans with Bill Payer’s where necessary, and reconciling 
Direct Debits received on a monthly basis. 

• Produce weekly and end of Month Aged Debtors statistics and reports, for management 
review and reporting 

• Manage and Reconcile Student Deposits held, working with Billing Manager, and process 
repayments as necessary. 

• Posting Bank Transactions relating to Accounts Receivable into FMS/SIMS, and reconciling 
money received to Accounts Receivable ledger in FMS/SIMS 

 

 

 

 

 



Annex A 
JOB DESCRIPTION 

 

 

ACCOUNTS PAYABLE: 
 

• Manages the relationship with all Suppliers to the Group, receiving, processing, verifying and 
reconciling invoices. 
 

• Build strong relationships with Principals, Department Heads as well as Operations and Boarding 
teams to ensure suppliers and expenditure is being efficiently managed and tracked, with an eye to 
identify cost savings across the business. 
 

• Processing Supplier Payments runs on a regular basis, taking into account cash flow 
considerations, in conjunction with FC. 

• Take ownership of Staff Expenses process, reviewing expense forms received, querying as needed, 
obtaining approval as necessary, processing payments, and filing forms and receipts. To be 
completed in line with month-end timetable, and all breaches of process and agreed limits to be 
notified to FC for action. 
 

• Fortnightly supplier payment run, prepare a list of all suppliers due for payment based on Aged 
Creditors, to discuss with FC for approval, and processing of payments once approved. Payments to 
suppliers to be accurate, and minimal or no requirement for ad hoc payments between scheduled 
payment runs. 

PERSON SPECIFICATION: 

• Committed team player with a collaborative approach together with an ability and 
willingness to embrace a working environment in which staff are empowered to take 
decisions and implement improvements. 

• Good sense of humour and the ability to create a working environment in which people 
work hard and enjoy being part of the team. 

• Someone who develops and maintains strong and positive relationships with rest of the 
Finance Team, School Principals and Teachers, and other parts of the business 
(Admissions, Sales, Marketing, Admin) 

• Ability to work in a regulated environment and ensuring compliance. 

KEY SKILLSET AND EXPERIENCE: 

• Prior experience in Financial Accounting/Management Accounting/Accounts 
• Payable/Billing/Payroll 
• AAT or Qualified by experience 
• Working Knowledge of MS Excel at Advanced level   
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BENEFICAL KNOWLEDGE AND EXPERIENCE: 

• Prior experience in Education and Schools 
• Working Knowledge of CAPITA SIMS and/or CAPITA FMS or similar Education focused business 

systems 
• Familiarity with managing and operating a Procurement / Purchase Order process 

 

PARTICULARS OF THE OFFER: 

• Permanent  
• 25 days holiday (NO holiday can be taken between Mid-August and Mid-September due to Peak 

Season) 
• Pension scheme 
• 9am to 5:30pm, Monday to Friday 

 

 SAFEGUARDING 

Kensington Park School is committed to safeguarding and promoting the welfare of children 
and young people and expect all staff and volunteers to share this commitment.  Applicants 
will be required to undergo child protection screening appropriate to the post, including checks 
with past employers and the Disclosure and Barring Service, as well as have due regard for 
the School's Safer Recruitment and Safeguarding (Child Protection) policies when applying 
for any position at the School. 

 

September 2021 


