
A P P L I C A N T   P A C K

Trust Trainee
Accountant
Nicholas Postgate Catholic Academy Trust, Middlesbrough

1



Letter to Applicants

Dear applicant,

We are delighted you have shown an interest in the role of Trust
Trainee Accountant.

Within this application pack you will find:

a) Information on how to access the online application form
and additional forms related to this (these can be
completed electronically and emailed)

b) Job Description and Person Specification
c) Further information about our Trust including our

Benefits and Wellbeing package, along with information
on the many advantages of living and working in the
North East.

Applicants should return their completed application forms to recruitment@npcat.org.uk by
the closing date, Wednesday 14th December 2022 by 12 noon. Any gaps in previous
employment must be explained.

Should you wish to have an informal discussion, please do not hesitate to contact Helen
Dalby, Head of Financial Management & Reporting on 01642 529200 or email
dalby.h@npcat.org.uk

As mentioned in the advertisement, a DBS disclosure is required for this post. It is
important to note that:

Nicholas Postgate Catholic Academy Trust is committed to safeguarding and promoting the
welfare of .

I would like to take this opportunity to thank you for your interest in this vacancy and wish
you well with your application.

Hugh Hegarty CEO

NPQH | MSc | PGCCGC | BEd Hons | CTC
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Job Advert
Required: As soon as possible

Salary: Grade F-J, SCP 8-27 (Actual Salary £22,777 - £33,820)

Hours: 37 hours per week, Whole Time

Contract Type: Permanent

Location: Nicholas Postgate Catholic Academy Trust, Middlesbrough, TS4
3JP

Job Category: Finance Education

Nicholas Postgate Catholic Academy Trust is a family of 32 primary schools, and 5
secondary schools. With 14,000 pupils and 2,000 plus staff, the Trust is now one of the
largest Catholic Multi Academy Trust in the UK.

We are delighted to offer this unique trainee accountant training programme which is
ideal if you are looking to start or develop your career in education finance.

This role offers you an excellent grounding in different areas within our finance team,
whilst being fully supported to study a professional accountancy qualification with the
Chartered Institute of Public Finance and Accountancy (CIPFA).

This is an excellent opportunity to work with one of the largest multi-academy Trusts in
the country and make a significant contribution to our desire to deliver system leading
business support services to our schools.

Subject to achievement of each level of professional qualification, this is a permanent
post with a four-year training programme (though candidates may complete the
qualification within a shorter timescale). The following incremental salary will apply,
subject to achievement of each level of professional qualification and satisfactory
performance against targets.

● Starting at £22,777 whilst studying the professional certificate, increasing to
£25,409 upon completion.

● Salary will be £25,409 whilst studying the professional diploma, increasing to
£28,371 upon completion.

Nicholas Postgate Catholic Academy Trust: Applicant Pack 3



● Salary will be £28,371 whilst studying the strategic level of the qualification,
increasing to £33,820 by annual progression based on performance and
behaviours.

Benefits

● Full funding and support towards completion of the CIPFA professional
qualification;

● Career development from day one;
● Study and exam leave;
● Management training and mentoring from a senior leader;
● Access to a wide range of training and development events as well as extensive

on-the-job training;
● Annual leave starting at 26 (progressing to 31 upon 5 years service completion)

days plus 8 public holidays;
● Contributory pension scheme;
● Flexible working policy and culture;
● Working with a well-established and supportive team.

We offer several entry routes and your level of qualification does not change your
progression through the programme. You may be:

● A school leaver with a desire to commence your career journey, whilst studying
for a professional qualification;

● A graduate looking for a career-graded opportunity; or
● An Association of Accounting Technician (AAT) qualified already working within a

finance environment and looking to further develop your career.

Minimum Requirements:

● Three GCSEs, grade A-C (or grades 4 and up), and two A-Levels grades A-C, or
acceptable equivalent (subjects must include Maths and English at either level)

● You may be a school leaver, a graduate or AAT qualified – provided that you
meet the above requirements your application will be considered.

Closing date: Wednesday 14th December 2022 by 12pm

Interview date: To Be Confirmed
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Please refer to the back cover of the application pack for details of how to apply for
this position.

Nicholas Postgate Catholic Academy Trust is committed to equality of opportunity, safeguarding and
promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to
share this commitment.  The post is subject to an enhanced DBS check along with other relevant employment

checks. The successful candidate will be required to sign a Catholic Education Service contract.
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Job Description
The Trust is committed to safeguarding and promoting the welfare and safety of
children and young people and expects all staff to share this commitment.

Post title: Trust Trainee Accountant

Grade: F-J, SCP 8-27

Responsible to: Senior Finance Business Partner

Job Purpose

To provide advice, support and challenge to a portfolio of schools to ensure effective
financial management of resources, accurate financial reporting and compliance with
ESFA and NPCAT procedures.

Main Responsibilities

● To ensure effective and efficient delivery of financial support services within a
group of schools, complying with relevant financial procedures, policies and
systems.

● Work with the Senior Finance Business Partner (SFBP) to support the sound
preparation and management of budgets for all schools within the Trust.

● Preparation and production of monthly management accounts for schools and
support to the Senior Finance Business Partner in consolidation of whole Trust
reporting.

● Ensure budgets and their profiles are accurate and are presented correctly
within PS Financials (PSF)

● Input journals for actuals, accruals and prepayments each month and ensure
actuals and commitments logged within PSF are accurate and coded correctly.

● Prepare and produce other monthly reports, reconciliations and returns,
including but not limited to cash flow, bank and payroll reconciliations

● Provide financial advice for Headteachers, Leadership Teams and other budget
holders to make informed and timely financial decisions

● Work closely with the Trust’s Central Procurement & Exchequer Team and
schools to ensure oversight of efficient and effective exchequer systems,
ensuring payments made are authorised, accurate and aligned with purchase
orders
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● Ensure the effective management and reporting of debtors and creditors by
schools and compliance with the Trust’s month and year end reporting timetable

● Advise schools on effective internal controls systems in line with the Trust’s
Financial Procedures i.e. the correct authorisation and tendering levels and the
safe custody of all valuable resources including cash

● Work with the other Central Corporate Services teams to ensure a joined-up
service delivery across all areas to schools and specifically school leaders and
Trust Business Managers

● Support budget holders by meeting at regular intervals to ensure effective
management of school resources

● Deliver training and other support to new and existing budget holders to ensure
their financial management skills improve over time

● Liaise and develop effective working relationships with a range of external and
internal stakeholders

● Produce relevant reports for Trust Board Committee and school level meetings
● Attend relevant finance and external meetings as directed
● Preparation and submission of key financial returns and ad hoc tasks and

projects as requested by the COO, HoF

Safeguarding, Equality & Diversity and Health & Safety

● To safeguard and promote the welfare of children for whom you have
responsibility or come into contact with, to include adhering to all specified
procedures.

● To carry out your duties with full regard to the NPCAT’s Equality Policy and
objectives.

● To comply with Health and Safety policies, organisation statements and
procedures, report any incidents/accidents/hazards and take a proactive
approach to health and safety matters in order to protect both yourself and
others.

These duties are neither exclusive nor exhaustive, and the post holder will be required to
undertake other duties and responsibilities, which the COO/HoF may determine.

PLEASE NOTE THAT SUCCESSFUL APPLICANTS WILL BE REQUIRED TO COMPLY WITH ALL ACADEMY
TRUST POLICIES. THE SUCCESSFUL APPLICANT WILL BE SUBJECT TO FULL ENHANCED DISCLOSURE
CHECKS – AND THESE WILL BE SUBJECT TO RECHECKING AS APPROPRIATE.
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Person Specification
Stage Essential Desirable

Qualifications &
Education

E1

E2

GCSE at Grade C or above in
English Language and Maths.

Two A Levels at grades A-C or
acceptable equivalent.

D1 Membership of the Association
of Accounting Technicians (AAT).

Experience &
Knowledge

E3

E4

E5

Demonstrable experience of
working in an office
environment.

Demonstrable experience of
providing reports and data
which is timely, accurate and
relevant.

Work both constructively as
part of a team and
independently with minimum
supervision.

D2

D3

D4

D5

Demonstrable experience of
working in a financial role and
experience of producing and
presenting financial reports.

Full working knowledge of
relevant
policies/procedures/legislation.

Experience of using financial
systems.

Understanding of school
finance and a knowledge of how
Multi Academy Trusts are
funded.

Skills E6

E7

E8

E9

Knowledge and
understanding of financial
management principles.

A confident and
approachable manner and an
ability to self-evaluate
learning needs and actively
seek learning opportunities.

Effective ICT skills and
understanding of the
implications of the Data
Protection Act and GDPR.

Ability to record information
in an accurate, logical and

D6 Ability to evaluate multiple,
complex information sources
and make decisions and to
communicate well both orally
and in writing to a wide range of
audiences.
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E10

E11

systematic manner.

Good communication skills.

Ability to maintain accurate
records and to organise
personal time and work
deadlines.

Personal
Attributes

E12

E13

E14

E15

E16

E17

Participate in development
and training opportunities.

Integrity, impartial and the
ability to maintain
confidentiality.

Willingness to attend
appropriate training and
development.

Ability to meet the travel
requirements of the post.

Suitability to work with
children.

Commitment to the Catholic
ethos and aims of the
Academy Trust.

D7 Practising Catholic
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Why work for us?
The Nicholas Postgate Catholic Academy Trust family of 32 primary schools, five
secondary schools, promotes the dignity, self-esteem and development of every one of
our pupils and staff.

NPCAT is committed to equality of opportunity and will not tolerate any harassment,
intimidation, discrimination or victimisation. Catholic schools are welcoming places to
pupils and members of staff from all faiths and none. More than a quarter of a million
pupils and almost half of teachers in Catholic schools are not of the Catholic Faith.

Situated in Teesside, North Yorkshire and the City of York, our schools offer high-quality
education, with a curriculum that meets requirements of our young people and gives
them every opportunity to succeed in adult life.

NPCAT recognises the importance of staff welfare and a managed workload and this is
reflected in the way we treat our people.

As a responsible and caring employer, we appreciate and value each of our staff. Their
holistic health and wellbeing are vital to enabling all of us to maintain the optimum
work-life balance.

We offer:

● Competitive pay
● Defined benefit pensions
● Performance-related pay progression and recognition of additional

responsibilities
● Annual cost of living adjustment
● On-site parking at our school premises
● Support with parking and subsistence costs where appropriate.

Additional benefits include access to:

● Tusker Car Salary Sacrifice Scheme
● Everybody Benefits discount and reward platform
● Health Cash Plan
● Cycle2Work scheme

We encourage staff to undertake training and development and to explore new
challenges within the Trust wherever appropriate.
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How to Apply
Application form and further information is available from:

npcat.org.uk/current-vacancies

Applicants should complete and return a Support Staff Application Form &
Recruitment Monitoring Form to:

recruitment@npcat.org.uk

Should you be shortlisted for an interview, you will be required to complete a
Rehabilitation of Offenders Disclosure Form.

Job Description: This informs you of the main responsibilities for the post and
explains what we are looking for. It informs you about the personal and

professional qualities you need for this post. These criteria will be used to make
the appointment.

Person Specification: This specification sets out which criteria will be used to shortlist
candidates for interview.

If you require any additional information about this post, please contact the
Helen Dalby on 01642 529200 or via email: dalby.h@npcat.org.uk

Thank you for your interest in NPCAT.  We look forward to receiving your application.

Please note that if you do not hear from us within 2 weeks from the closing date you
are to assume your application has been unsuccessful on this occasion.

Nicholas Postgate Catholic Academy Trust is committed to equality of opportunity, safeguarding and promoting
the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this

commitment. The post is subject to an enhanced DBS check along with other relevant employment checks.
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