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WELCOME FROM 
THE CHIEF OPERATING OFFICER

Dear Applicant

We have a great opportunity for you to join Bourne Education Trust to develop your finance skills and
work in our friendly, supportive finance team.

This trainee role presents an outstanding opportunity for the right candidate - as we are offering fully
funded apprenticeship training that will not only give you on the job experience but will lead you to a
Level 2 AAT Advanced Diploma in Accounting.

Level 2 is an ideal programme for starting out in an accountancy or finance career. The course offers the
core accounting knowledge and skills needed to progress in the finance sector.

This is a varied role where you will have the opportunity to gain experience across many areas of a finance
department and develop your finance knowledge.

Working with the central finance team based at Epsom & Ewell High School, you will be supporting our
schools and contributing to their success.

Yours faithfully

Kate Sanders
Chief Operating Officer
                                                          

2



ABOUT 
BOURNE EDUCATION TRUST

Bourne Education Trust (‘BET’) was established in 2011 and has grown steadily since then. It is largely
Surrey based, with 19 of its 25 schools in the county, but has recently expanded into Hampshire and
Richmond. It is made up of 19 academies and 6 associate schools. Of its 25 schools, 13 are primaries, 9
are secondaries, 1 is a special school and 2 are alternative provision. It is responsible for the education of
approximately 12,000 pupils and employs just over 1,300 staff. The Trust is organised into both phases
and clusters to support specialist and cross-phase collaboration.

The size of its schools range from a one-form entry primary to an 8-form entry secondary school with a
sixth form. All schools are equally important and carry the same influence in terms of decision-making
within the Trust. Each school has its own head and local governing committee.

Since 2012 it has taken 9 schools from special measures or requiring improvement to good or
outstanding. The rest have maintained their good status whilst in the Trust. BET has transformed the
finances in 12 of its schools so that no school in the Trust is in deficit.

BET’s values are summarised by our strapline: ‘Transforming schools; changing lives’. We absolutely
believe that all children regardless of context or background deserve a great education, hence our
involvement in schools and communities that have not experienced this. Whilst we want our schools to
retain their own identity, all BET schools share environments that are extremely warm and welcoming,
professional, relentlessly positive, highly aspirational and characterised by happy and safe pupils with
excellent relationships between them and the staff. In all classrooms and beyond pupils enjoy creative
and effective teaching and learning that fosters belief and confidence.

Our philosophy is to have schools working as effectively as possible and serving their community. We err
towards independence on the independence/standardisation continuum but never forget we are one
organisation working together. Our schools welcome the support of the Trust and its collective ethos but
relish their remit as local schools and the responsibility that brings. We do not have one shared curriculum
and strongly believe in a localised approach to curriculum design. Where we have centralised, it has been
by consensus or driven by the legal framework in which we operate and the requirements of the Academy
Trust Handbook.

For more information about BET, please visit our website www.bourne.education.
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We want to create a community of great schools. We believe:

VISION AND VALUES

Every pupil deserves a great education that enables them to be the best they can be
Every individual in our community of schools is important and has something to contribute
In building an exciting climate for learning within a safe and supportive environment
In working together and sharing best practice
In ensuring the development of staff so that they have a rewarding and a fulfilling career 
In accountability based on honesty and responsibility in all our relationships

OUR PROMISE
Every pupil can expect to:

Be safe and known by our staff who will talk with them regularly about their education
Experience an aspirational culture in which we refuse to accept barriers to achievement
Have ambitious targets and access to appropriate resources to support their learning
Learn within and beyond the classroom with appropriate support 
Experience a caring and supportive culture in which every individual is safe and can thrive

LEARNING WILL:

Embrace creative and innovative approaches that engage and challenge pupils 
Reflect planning between experts and teachers to ensure the accessibility of the work
Be personalised so it is relevant and prepares individuals for a productive future in society
Reflect a balanced but challenging curriculum
Enable progress to higher education and/or employment

COLLABORATION WILL ENSURE THAT:

Best practice is shared and staff across our Trust benefit from shared excellence
The areas of greatest need are well-supported and show rapid and sustained improvement
Transition between all key stages is an area of excellence 
The Trust produces flexible and experienced professionals capable of career progression
New staff are well-supported and receive an excellent introduction to the profession
Resources are shared and economies of scale are achieved

PROFESSIONAL DEVELOPMENT WILL:                        

Deliver outstanding professionals to work across our Trust
Focus on improvement, well-being and on developing future leaders
Support the needs of our pupils and take account of the stage of development of each school
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ACCOUNTABILITY:

Pupils and staff will understand what they must achieve and how to do this
Performance will always be measured against the most ambitious targets
Pupil premium and SEND funding will be used to accelerate the progress of designated pupils
Every member of staff will experience supportive and effective performance management
Governing committees will know their schools and hold them to account



Based at BET's central office located in Epsom & Ewell High School, KT19 9JW
Head of Finance
Permanent
Surrey Pay 1/2 £19,233
Workplace pension through Local Government Pension Scheme; occupational
sick pay; recognition policies for exceptional performance and long service;
ongoing training, learning and development opportunities; HR and well-being
support; family friendly policies; network of support; modern offices with on-site
parking

The Trainee Finance Officer will provide effective finance and administrative support for Bourne
Education Trust's central finance team from September 2022.

JOB DESCRIPTION 

PERSON SPECIFICATION

PRINCIPLE RESPONSIBILITIES
The main duties and responsibilities of the post are to:
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Place and process purchase orders
Process invoices and ensure that all financial processes are being followed
Produce sales invoices and follow up monthly monitoring and debt collection processes
Administer staff expenses claims
Prepare BACS payments
Post intercompany journals
Post bank transactions
Process monthly bank reconciliations
Other duties as directed by the Head of Finance

Location:                
Reporting to:  
Contract:
Salary:
Benefits:

Strong communication skills, both written and verbal
Keen attention to detail
Ability to work within strict timescales
An understanding of the importance of confidentiality
Ability to work as part of a team
An understanding of when to act under own initiative
Ability to plan and prioritise tasks and work under pressure

ESSENTIAL

DESIRABLE

Experience of working with Word and Excel
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APPLICATION PROCESS
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Thank you for your interest in this role. We look forward to receiving your application. Interested
candidates should be aware that the closing date for applications is midday on 1st September
2022, however we encourage applicants to apply promptly as we reserve the right to close the
advert early if we make an appointment.

To apply for this position, you must complete a Bourne Education Trust application form and
email it to kenworthyn@bourne.education (CVs without a fully completed application form will
not be considered). Candidates using Eteach may use the 'Apply Now' function.
 
Shortlisting will take place as applications are received and you will be contacted by email if we
would like to see you for an interview. 

 
Bourne Education Trust is committed to:
Equality of opportunity for all employees. We encourage applications from individuals regardless
of age, disability, sex, gender reassignment, sexual orientation, pregnancy and maternity, race,
religion or belief and marriage and civil partnerships.  

Safeguarding and promoting the welfare of children and expects all staff and volunteers to share
this commitment. The appointment will be made subject to an Enhanced Disclosure and Barring
Service approval ('DBS') as part of our rigorous approach to safeguarding our children.



Bourne Education Trust
Ruxley Lane ,West Ewell, Surrey, KT19 9JW

 
www.bourne.education
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