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24th June 2022 

Dear Applicant, 

 

Finance & Admin Assistant 

Term-time only  

25 hours per week 

Closing date: Wednesday 13th July at 11.59am 

 

Lady Hawkins’ School is seeking to appoint a Finance Assistant to join our admin team.  The role is mainly 

financial, but you will be based in reception, so there will be interaction with the public and students.  The 

ability to use your own initiative and manage your time effectively is essential.   

 

The job description provided within the pack is a generic one used across the county, so those areas we feel 

are particularly relevant have been highlighted and anything irrelevant has been removed.   

 

We can provide in house training for our various computer systems, but a good understanding of Office 

software would be an advantage.  A confident telephone manner is required, as this is also a part of the role.   

 

We expect all staff to engage positively with our learners and encourage them to be at their best every day.  

We strive to ensure that our learners receive a consistently good or outstanding learning experience; they 

deserve nothing less, as we move to the next phase of our aim to become an outstanding school.  

 

At Lady Hawkins’ School, we are dedicated to providing an inclusive and supportive education with everyone 

being treated equally, irrespective of their circumstances.  We take our safeguarding responsibilities very 

seriously and the successful candidate will have to undertake an enhanced DBS check before taking up this 

post. 

 

Interviews will be held during week commencing 18th July and shortlisted candidates will be contacted by 

email or telephone. 

 

If you have the skills, drive, and commitment to become a part of our team, then we would like to hear from 

you.  There is a wealth of information about the school on our website, www.lhs.hereford.sch.uk and please 

feel free to contact us if you would like to arrange a visit to the school or require any other information before 

you apply.  I wish you the best of luck with your application and look forward to discussing this exciting 

opportunity with you further.    

 

Yours sincerely, 

 
Mr P Jennings 

Headteacher 

http://www.lhs.hereford.sch.uk/

