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St Mary’s School 
Cambridge 

 
Payroll and Accounts Officer 

 
Job Description 

 
 
St Mary’s School, Cambridge is an independent day and boarding school for girls aged 4 to 18. 
 
Situated in the heart of the academically and culturally vibrant city of Cambridge, the School offers a 
safe and secure learning environment for girls. A Christian school in the Catholic tradition and 
founded on the principles of Mary Ward, we have a unique approach to education and an 
atmosphere which fosters a love of life and learning, while growing the academic talents and 
spiritual wellbeing of each individual girl, from within. 
 
At St Mary’s School, Cambridge, we don’t offer a one-size-fits-all education; we provide renowned 
pastoral care, understanding and individual support that encourages girls to look beyond 
themselves, so that they enter adulthood aspiring to be more and to give more, not just to have 
more. 
 
There are 180 girls in our Junior School and 450 girls in the Senior School. A fifth of the girls at the 
school are boarders. Reflecting the cosmopolitan community of Cambridge, 14% of students at the 
school are from overseas, from 34 countries.  Building on our 400-year tradition, St Mary’s School, 
Cambridge belongs to an active international network of over 200 Mary Ward schools worldwide, 
presenting many exciting and innovative opportunities for its students. 
 
Cambridge is an outstanding place to live and work. As a University centre, the city has the cultural 
advantages of a much larger settlement but with a population of just 128,000 it is a safe, clean and 
attractive location. The city with has an international reputation owing to its world ranking 
University with which the school has multiple and growing links. As the heart of Silicon Fen, the 
school benefits from the digital and enterprise communities in the various high-tech science parks 
and enterprise hubs. Addenbrookes is a key teaching hospital and again the school has excellent 
links. We are within easy travelling distance of London (50 minutes by train) and 30 minutes from 
Stansted Airport.  

Above all, St Mary’s School, Cambridge is a very happy place. We have an excellent local reputation 
for being very friendly and nurturing and yet ambitious for the young women in our care enabling 
strong progress to next steps at university, the world of work or a GAP year. The staff are 
exceptionally dedicated, and a very close-knit community and our girls are genuinely delightful. 

 
 
Job title:   Payroll and Accounts Officer 
 
Reporting to:  The Payroll and Accounts Officer is ultimately accountable to the Bursar, but 

day to day reporting will be to the School Accountant  
 
Purpose of the role 
 
To be a member of a busy and small Finance team, with responsibility for the payroll and general 
accounts, whilst supporting the office with administration and financial tasks. 
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Duties will be to assist the School Accountant with the following: - 
 
1. Payroll 
 

a. Using Sage payroll, input data to prepare the monthly payroll (including timesheets, tax 
code changes, salary changes etc.) 

b. Processing starters and leavers 
c. Preparation of BACS and cheque payments for salaries, pensions and PAYE and court 

orders on a monthly basis  
d. Preparation of pensions returns on a monthly and annual basis 
e. Preparation of monthly payroll journals and control account reconciliation 
f. Compliance with RTI and Auto Pensions Enrolment legislation and reporting requirements 
g. Prepare annual P11D forms for relevant staff and calculate Class 1A NIC liability. Collate all 

relevant information to include monitoring expenditure to identify benefits in kind. 
 
2. Petty Cash 
 

a. On a weekly basis prepare staff petty cash claims  
b. Record and post transactions on WCBS PASS  
c. Reconcile petty cash records to cash in petty cash tin 

 
3. Miscellaneous Sales Invoicing 
 

Raising of all miscellaneous (non-school fee related) sales invoices for St Mary’s School and 
SMSEL, and application for PTA grants 
 

4. Preparation of information required for Termly and Annual Management Accounts 
 

a. Maintain Fixed Asset Register 
b. Identification and calculation of accruals and prepayments 
c. Nominal ledger account reconciliations 
d. Nominal ledger account analyses 
e. Liaise with External Auditors during annual audit 
f. Posting journals and other data onto PASS 

 
5. Dealing with day to day enquiries of a financial nature from staff, parents and pupils. 
 
6. At busy times and during staff holiday periods, cover for Sales Ledger which may include 
 

a. Pupil billing and credit control using PASS accounting software. Raise fee notes (for school 
fees and extras) and match with subsequent receipts. 

b. With direction from Bursar, chase outstanding debts. 
 
7. At busy times and during staff holiday periods cover for Purchase Ledger which may include 
 

a. Maintenance of purchase ledger supplier details using PASS 
b. Process purchase ledger invoices, including arranging for appropriate authorisation. 
c. Payment of suppliers by cheque and BACS  

 
8. At busy times and during staff holiday periods cover for Cash and Bank which may include 
 

a. Banking of cash and cheques received. 
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b. Raising cheques for Purchase Ledger and ad hoc payments 
 

9. On an ad hoc basis you may be required to assist with the following: 
 

a. Cover at the main reception desk, including operation of switchboard, receiving visitors 
and providing support for pupil enquiries 

b. And any task that is required by the Bursarial team and to the benefit of the business. 
 
 
 
Person Specification 

 
The post holder will be an individual who: 
 

 Has a good standard of education and solid accounting skills. A relevant accounting 
qualification is desirable, but must be able to demonstrate a good breadth of experience 
 

 Has experience of operating an in-house company payroll, although training can be provided 
 

 Works accurately and methodically with a keen eye for detail 
 

 Has the ability to work on own initiative, making sure deadlines are met 
 

 Is in possession of good, up-to-date ICT skills  
 

 Is in possession of good people skills and able to liaise confidently at all levels. 
 

 Is diplomatic and discreet. The post holder will have access to confidential information. 
 

 Has a flexible approach to their work and can adapt quickly to change. 
 

 Works well in a team. 
 

 Is in possession of good organisational skills. 
 

 Good communication skills, written and verbal. 
 

Terms and Conditions  
This is a full-time role working over five days, all-year round.     
 
The salary for this position is between £23,000 - £28,500 depending on experience.   
 
Benefits  

 5 weeks holiday plus Bank Holidays  
 Contributory pension scheme  
 Fee remission of 33% for staff (pro rata for part-time staff) with a daughter at the School. 

This is in accordance with the School’s policy which may be subject to change  
 Free school lunch  
 Cycle to work scheme  
 Child care voucher scheme  
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Applications  
 
Closing date for applications: 10am on Wednesday 11 July 2018 
 
Applications will be reviewed on receipt so early submission is advisable. Suitable candidates will be 
interviewed on a mutually convenient date before the closing date or shortly after; we therefore 
advise early submission. St Mary’s School Cambridge reserves the right to withdraw the position if 
an appointment is made before the closing date. 

We are all members of one community and must therefore endeavour, always, to maintain positive 
working relationships with all colleagues, treating others with the same level of professionalism, 
respect and politeness that we would wish for ourselves. In addition, you are required to work in 
pursuit of our core aim, which is to ensure every student’s aspirations, capabilities, interests, and 
talents are recognised, nurtured, and celebrated. We pride ourselves on our academic standards, 
extra-curricular provision, and pastoral care. Your performance in this regard will be judged by your 
outcomes relating to work, attitudes, and professional behaviours.  
 
You are required not to undermine fundamental British values, including democracy, the rule of law, 
individual liberty and mutual respect, and tolerance of those with different faiths and beliefs.  
The school is committed to safeguarding and protecting the welfare of children and young people 
and expects all staff and volunteers to share this commitment. The five outcomes of the Every Child 
Matters Agenda are central to the way you carry out your responsibilities – these are developing 
students’ awareness of:   

 Be healthy  
 Staying safe  
 Enjoying and achieving  
 Making a positive contribution  
 Economic well-being  

Child Welfare and Child Protection Issues  
The interview for this post will include exploring issues relating to safeguarding and promoting the 
welfare of children including:  

 Motivation to work with children and young people.  
 Ability to form and maintain appropriate relationships with children and young people. 
 Emotional resilience in working with challenging behaviours.  
 Attitudes to the use of authority and maintaining discipline.  

Any relevant issues arising from the take up of references will be discussed at interview.  
The school is an equal opportunities employer.  We are committed to safeguarding and promoting 
the welfare of children and young people and expect all staff and volunteers to share this 
commitment.  Successful applicants are subject to an Enhanced Disclosure and Barring Check.  
 
 

 


