
 

  

Candidate Pack 
Trust Finance Apprentice 

Apprentice Rate: £8,273 per annum 

Required ASAP 

 

Apply for something different   |   Apply to make a difference 

Apply to work with The Evolve Trust 
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We are committed to providing exceptional learning 
opportunities and outstanding educational outcomes 
for all our pupils in the Mansfield locality and beyond. 
Our aim is for every child and young person to benefit 
from a world class education, one which inspires our 
schools’ communities to achieve more than they 
thought possible. Our commitment to these aims is 
evident through our working practices, which focus on 
making the difference to the life chances of all our 
pupils and students.  

Academy staff and students work and learn together as 
our practice is continuously improved to bring about 
the changes required to deliver on our ambitious aims. 
As a Trust, we prioritise achievement and inclusion by 
valuing individuals. We meet these priorities by excelling 
in putting in place, for both students and staff, 
personalised learning pathways and pastoral care that 
seeks to addresses barriers to learning experienced by 
anyone.  

 

 
Claire Marie Cuthbert - CEO for the Evolve Trust 

“To open minds, creating opportunities for all to believe in themselves, achieve 
their potential and develop the skills needed to succeed and enjoy life”. 

“The Evolve Trust aims to create a family of academies 
in the Mansfield region and beyond, enabling an 

increasing number of children and young people to 
fulfil their potential and providing them with greater 

access to a diverse range of opportunities when they 
leave school” 
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The Evolve Trust are seeking to appoint a new member of staff to join a supportive team, who 
are strongly focused upon raising standards for students.  

A career with Evolve has unlimited opportunity. We are passionate in supporting staff with their 
professional development and believe that the more we invest in our staff the more successful 
we will become as a Trust. 

  
This post is a superb career opportunity within a multi-academy trust that has: 

• A generous Government supported pension scheme. 
• National Living Wage Employer working towards accreditation.  
• Been Ofsted rated Good and has already made strides towards achieving Outstanding in 

all our academies. 
• Students who are willing and eager to learn. 
• A track record of innovation and development. 
• Is recognised for improving the quality of education in other schools. 
• A proven track record for developing staff, securing good outcomes, good behaviour and 

good leadership.   
• An excellent staff wellbeing scheme. 

 

As part of The Evolve Trust the successful candidate will have the opportunity to: 

• Benefit from CPD through Trust academies as well as opportunities to work with 
colleagues from primary and special education backgrounds. 

• Access CPD through our membership of 2 Teaching Alliances, benefitting from 
accredited leadership development programmes as well as extensive training suitable for 
all career stages. 

• Work in an environment where staff can trial new educational innovations and share best 
practice. 
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Apply to work with The Evolve Trust 
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How to Apply  
Should you wish to apply for the post, please complete and return an application form along 
with a covering letter, which clearly demonstrates your suitability for this role, via email to 
jobs@evolvetrust.org.  

Applications can also be submitted by post, for the attention of the HR Department, to the 
following address:  

Human Resources, 
The Evolve Trust 
c/o The Beech Academy, 
Fairholme Drive, 
Mansfield, 
Nottinghamshire, 
NG19 6DX 

Application forms  
These can be downloaded from the Evolve Trust website www.evolvetrust.org. Wherever 
possible, please complete these forms digitally and please provide email addresses for your 
referees.  

Closing Date/Interviews  
Please ensure your application arrives by the post’s closing date, which can be found at 
www.evolvetrust.org/vacancies.   

Interviews may take place online in the first instance, and if successful, you will be invited to a 
formal interview on site.  

If you have not heard from us within 2 weeks of the closing date, please assume that 
unfortunately, on this occasion, your application has not been successful.  

Safeguarding  
The academy is committed to safeguarding and promoting the welfare of children and young 
people and expects all staff and volunteers to share this commitment. The successful candidate 
will be required to undertake a criminal record check via the DBS. 

Trust Finance Apprentice 
Apprentice Rate: £8,273 per annum 

37 hours a week, all year round 
 

mailto:jobs@evolvetrust.org
http://www.evolvetrust.org/
http://www.evolvetrust.org/vacancies
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Job Description  
 
Post: Trust Finance Apprentice   

Salary/Grade: Apprentice Rate: £8,273 per annum   

Contract: 37 hours all year round  

Reporting To: Trust Finance and Payroll Manager 

Responsible for: Supporting the Finance Team  

Purpose: 

• To complete necessary finance and administration tasks to support the Trust Finance 
Team in order to operate the Trust’s financial procedures in accordance with internal 
procedures and statutory guidance / legislation. 

Duties:  

Assisting with key areas relating to Trust finances including (but not limited to):  

• Processing orders within the electronic finance system (PS Financials) ensuring sufficient 
budget is available beforehand, ensuring goods are received and invoices are processed.  

• Obtaining appropriate authorisations for purchase invoices (order and non-order).  
• Supporting with regular BACS payments to ensure that suppliers are paid promptly.   
• Liaising with trip coordinators to and supporting with financial aspects such as booking 

trips and collecting contributions from parents using the cashless system (Squid).  
• Supporting with raising sales invoices and sending to customers, chasing up subsequent 

payment.  
• Assisting with the month end procedures i.e. accruals / prepayments / balance sheet 

reconciliations.  
• Supporting the finance team with the year-end processes and answering queries 

promptly from the external auditors.  
• Keeping on top of filing as required including supporting with year-end archiving.  
• Answering the finance office telephones in a polite and professional manner, fielding 

queries and passing messages on promptly.  
• Assisting with payroll administration as required.  

Other considerations:  

• To take a shared responsibility for first aid 
• To undertake reception, hospitality and switchboard duties as requested 
• Undertake data inputting duties as requested 
• Essential to keep up to date on legislation relating to payroll / legal / financial matters 
• Undertake any professional development as necessary 
• Flexible working approach to accommodate day to day operational matters 
• Be aware of the new General Data Protection Regulations and other legislation to 

ensure confidentiality of records and information 
• Responsibility for the safeguarding and promoting the welfare of children 
• This post is subject to an enhanced Disclosure and Barring Service check. 
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• The post holder must be committed to safeguarding the welfare of children and to 
providing equality of opportunity.  

• Record and report concerns following the Trust Safeguarding policy. 
• Complete safeguarding level 1 training at least once every three years. 
• Be aware of the responsibility for personal health, safety and welfare and that of others 

who may be affected by your actions or inactions. 
• Co-operate with the employer on all issues to do with Health, Safety and Welfare. 
• Ensure all aspects of Health and Safety are rigorously addressed across your department 

inclusive but not limited to: 
• Reporting damaged, broken or missing equipment/property to an appropriate person 

i.e. departmental link, site team, headteacher etc. 

Additional points: 

The Trust will endeavour to make any necessary reasonable adjustments to the job and the 
working environment to enable access to employment opportunities for disabled job applicants 
or continued employment for any employee who develops a disabling condition. 

Whilst every effort has been made to explain the main duties and responsibilities of the post, 
each individual task undertaken may not be identified as no job description can be fully 
comprehensive. 

In addition to the duties specified, employees will be expected to comply with any reasonable 
request to undertake duties or work of a similar level which may reasonably be regarded as 
within the nature of the duties and responsibilities/grade of the post as defined, subject to the 
proviso that normally any changes of a permanent nature shall be incorporated into the job 
description in specific cases. 

The job description may be subject to amendment or modification, should circumstances 
change, any changes will be discussed with you in the first instance.  Should a disagreement 
arise, you will be afforded the opportunity of a meeting to resolve the matter with the CEO. You 
may wish to be accompanied at this meeting by a representative of your Trade Union if you so 
wish. 

The job description does not form part of the contract of employment. 

This job description allocates duties and responsibilities but does not direct the particular 
amount of time to be spent on any or all of them. 
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Personal Specification 
 

Qualifications 
Essential/Desirable 

E/D 
How 
Identified 

 GCSE grade C or equivalent in English, Maths 
 

E Application 
form and 
selection 
process 

 
Experience - Finance 

Essential/Desirable 
E/D 

How 
Identified 

 Experience of working in an education environment  D Application 
form and 
selection 
process 

 Experience of working within a Finance environment D 

 Knowledge and application of accounting principles  D 

 
Training 

Essential/Desirable 
E/D 

How 
Identified 

 Willingness to participate in CPD E Application 
and 
selection 
process 

 Evidence of relevant CPD D 

 
Skills 
 

Essential/Desirable 
E/D 

How 
Identified 
 

 Proficiency in Microsoft Office (Word, Excel, Outlook, 
Internet Explorer etc) 

E Application 
and 
selection 
process 

 Confidentiality and discretion at all times only 
releasing confidential information obtained during 
the course of employment to those acting in an 
official capacity  

E 

 Able to think logically and calmly when under 
pressure 

E 

 Able to keep accurate & appropriate records 
 

E 

 Able to use initiative within trust policies and 
practices 

E 

 High standard of written and spoken English 
 

E 

 Excellent numeracy skills 
 

E 

 Able to work independently planning own workload 
to meet deadlines 

E 
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 Good interpersonal skills and confident 
communicator 

E 

 Good problem solver 
 

E 

 Evidence of the ability to promote a positive ethos 
and pride in the Trust together with high standards of 
education, care and behaviour 

E 

 
Professional Qualities 
 

Essential/Desirable 
E/D 

How 
Identified 
 

 Abide by the Trust’s policies 
 

E Application 
form and 
selection 
process 

 Ability to work co-operatively and sensitively with 
others, both independently and part of a team 

E 

 Team work/collaboration  
 

E 

 Professional appearance E 

 Ability to display a calm, tactful and responsible 
attitude 
 

E 

 Honesty, trustworthiness and integrity 
 

E 

 Flexible approach and the ability to adapt to change 
within the working environment 

E 

 Sense of humour and personable 
 

E 

 
Equal Opportunities 
 

Essential/Desirable 
E/D 

How 
Identified 
 

 Candidates should indicate an acceptance of, and a 
commitment to, the principles of the Trust’s Equal 
Rights policies and practices as they relate to 
employment issues and to the delivery of services to 
the community  

E Selection 
process 

 Commitment to equal opportunities policies relating 
to gender, race and disability in an educational 
context 

E 

 
Circumstances - Personal  
 

Essential/Desirable 
E/D 

How 
Identified 
 

 Must be legally entitled to work in the UK (Asylum 
and Immigration Act 1996). 

E Selection 
process 
and 
completion 
of an 
Enhanced 

 No contra-indications in personal background or 
criminal record indicating unsuitability to work with 
children/young people/vulnerable clients/finance 
(Enhanced DBS check required).   

E 



 

 

AMBITION  |  INTEGRITY  |  INCLUSIVITY  |  RESILIENCE  |  ENDEAVOUR   

 

 

 

DBS 
disclosure 

 
Safeguarding 
 

Essential/Desirable 
E/D 

How 
Identified 
 

 Has appropriate motivation to work with children and 
young people, and can relate to them 

E Completion 
of an 
Enhanced 
DBS 
disclosure 

 Ability to maintain appropriate relationships and 
personal boundaries with children and young people 

 
E 

 Displays commitment to the protection and 
safeguarding of children and young people  

 
E 

 Has up to date knowledge of relevant legislation and 
guidance in relation to working with young people 

D 
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