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Finance Manager 

Development and Alumni Relations Office 



 

 
 

King Edward VI High 

School for Girls 

 

King Edward VI High School for Girls (KEHS) is one of the most successful girls’ schools in 

the country with outstanding academic results and a large and varied programme of extra-

curricular activity. The School was founded in 1883 and counts the actress Lindsay Duncan 

and the BBC Correspondent Reeta Chakrabarti amongst its alumnae. The School is an 

independent day school with 620 girls aged 11-18 and is part of the King Edward VI 

Foundation, which has twelve schools in Birmingham. The School is situated on a beautiful 

50-acre campus in Edgbaston, which it shares with King Edward’s School (KES).   

At KEHS, we aim to offer an outstanding education for able girls who like original ideas and new 

challenges. Staff are passionate about their subjects and seek to inspire a love of learning for its own 

sake. Pastoral care is important to us as we seek to educate girls, supporting them to become 

confident, resilient young women prepared for Higher Education and employment. Girls combine a 

rigorous academic education with a huge range of high quality extra-curricular activities.    

The School reflects very closely the diverse racial mix of the city itself and attracts pupils from beyond 

Birmingham.  Over 20% of pupils have some kind of financial support and almost 10% pay no fees at 

all.  The funds for this are provided by the King Edward VI Foundation and through the generous 

donations of alumnae and other organisations. 

 

Academic success 

KEHS regularly ranks as one of the top performing academic girls’ schools in the country. Academic 

standards in the School are extremely high: in 2020, 48% of A Level grades were A* and 87% A*/A. 

GCSE results were similarly outstanding, with 94% grades at 9-7 or A*/A equivalent, 46% of the year 

achieved at least eight grade 9's and 20 girls secured grade 9 in all subjects! 

The School has a long history of sending girls to the very best universities including Oxford and 

Cambridge; in 2019, 12 students gained places at Oxbridge. The School was rated ‘excellent’ by the 

Independent Schools’ Inspectorate in 2019 and was ranked as one of the top 10 best value 

Independent Schools in 2018 by the Daily Telegraph. 

 

 

 

 



 

 
 

King Edward VI High 

School for Girls 

 

Extra-curricular activities 

We believe it is important to offer girls a rounded education, helping them to learn a range of skills for 

the future, in Higher Education and employment. 

There are over 70 extra-curricular activities on offer each week, ranging from Chess, to Model United 

Nations, to Ultimate Frisbee. 

The School produces music and drama of an exceptional quality, with a biennial performance in the 

Symphony Hall in Birmingham. These activities were enhanced still further by the construction of the 

Sir Paul and Lady Ruddock Performing Arts Centre, a joint £11 million facility with King Edward’s 

School, which opened in 2012. 

There are many opportunities for students to perform, whether in the Junior or Senior Productions, or 

simply to take part in Drama Clubs. Our musicians perform in concerts as part of a range of 

orchestras or smaller ensembles, or in the less formal Performance Platforms, attended by peers and 

family members. The Dance Production is an annual highlight with over 150 participants each year. 

There is also a large range of sporting opportunities, and many teams compete at regional and 

national level in hockey, netball and rounders along with other sports including water polo, fencing 

and Ultimate Frisbee. The School has its own Sports Hall, gym and swimming pool, which were 

recently refurbished, and has two astro pitches and several netball pitches on site, together with a 

new athletics track in partnership with the University of Birmingham 

We organise a wide variety of educational visits and trips, from language exchanges to Spain, Italy 

and Germany, to music and sports tours, with more local visits to museums such as the National 

Space Centre in Leicester and field trips to Malvern and Dorset. Students also attend lectures at the 

University of Birmingham and we are pleased to welcome visiting academics and alumnae to offer 

talks and lectures to the girls. 

Further details about the School can be found at: www.kehs.org.uk 
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King Edward’s School  

 

King Edward’s School, Birmingham (KES) is a remarkable school and a supportive 

community, where there is a shared belief in the transformative power of an accessible 

education amidst a young, ethnically diverse city. It is also one of the most successful and 

significant boys’ schools in this country. 

Founded in 1552 by Edward VI, King Edward’s School is the “founding father” of the King Edward VI 

Foundation and has always been a central institution in the city of Birmingham. In recent years, the 

Chief Master and Governors have strengthened their commitment to the belief that King Edward’s 

School should be a catalyst for social mobility, a place of academic excellence and a community 

whose strength derives from its social diversity and multi-cultural understanding. 

At King Edward’s there is a deep moral purpose to ensure the School provides the best possible 

education for the brightest boys in Birmingham, whatever their background. There is a strong belief in 

the power of education to transform lives and a commitment to a truly challenging, intellectual, rich 

education. The International Baccalaureate Diploma was introduced in September 2010 to replace A 

Levels in order to enhance the intellectual life of the School and to provide an education appropriate 

to the challenges of the 21st century. 

 

Academics 

King Edward’s is an academic school and an intellectual school. It is a school where the results are 

exceptionally good and where clever, hard-working and occasionally unusual boys are admired and 

respected by their peers. Being an academic school means that everyone must strive for the highest 

academic standards and performance, so that King Edward’s is recognised as the best academic 

school in the West Midlands and, as far as possible, among the best nationally in public exams, entry 

to Oxbridge and other high quality universities. In 2020, of the 131 boys taking GCSEs, 49 boys 

achieved 10 or 11 9s/8s, 66 boys received 9, 10 or 11 9s/8s, and 79 boys achieved only 9s to 7s. At 

IB, the average score was 39.1 – 9 points above the world average. The School’s commitment to the 

IB is total. The Board believes it provides a challenging, rigorous and broad education, which has 

always been a hallmark of a KES education, and better equips boys for the demands of university and 

the diversity of the world beyond. The School is also very active in academic competitions in Maths, 

Sciences, public speaking and debating, and teams regularly win national competitions. 

 

 

 

 

 

 

 

 

 

 

 



 

 
 

King Edward’s School  

 

Sport, Arts & extra-curricular activities  

Life outside the classroom is vitally important at King Edward’s. It complements and supports the 

academic pursuits of the boys, making them more fulfilled, relaxed and rounded and helping them 

develop important additional skills, such as resilience, teamwork and commitment. 

There is a very wide range of expeditions and outdoor activities for younger boys and, each year, a 

large number of boys undertake the Duke of Edinburgh’s Gold Award; the CCF also thrives with RAF, 

Army and Navy sections. In total, there are over 140 trips and expeditions annually for boys of all 

ages in term time and the holidays. 

Music is quite exceptional, helped by a number of music scholarships, and drama is also of a very 

high quality. There are three major concerts in the year, including one, biennially, in Birmingham’s 

Symphony Hall, and several dramatic productions. There are also numerous opportunities for smaller 

ensemble playing and student-led drama performances. The £11m Ruddock Performing Arts Centre 

is the focus for these activities and all activities and facilities are shared with KEHS. 

Sport is also an important part of life at the School and benefits from excellent facilities, indoors and 

out. The School has extensive grass facilities and the use of three hockey astro pitches, one of which 

has a modern pavilion, opened in 2015, and the new £5m Andrew Brode Sports Centre opened in 

May 2019.  

 

Further details about the School can be found at: www.kes.org.uk 
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Development and Alumni Relations Office (DARO) 

These historic schools seek to make an academic education accessible to able pupils, 

whatever their family background or financial situation.  To this end, Assisted Places 

(bursaries) are funded by the Foundation, and through the donations of alumni and other 

donors to the Development office.  

 

So far, £13m has been raised for Assisted Places at King Edward’s School (KES) from over 1,600 

donors and £3m has been raised at King Edward VI High School for Girls (KEHS) for the same 

purpose.  

 

The DARO team leads the schools’ fundraising and alumni relations. The Development Director, 

Database Manager and Finance Manager work across both schools, supported by an events 

manager in each school. Most events and communications are branded separately. The office works 

closely with the Director of External Relations.   

 

We are also responsible for keeping former pupils, parents and staff in touch with each school, and 

each other, through a comprehensive events and communications programme.  We run 30 events 

each year across both schools, including reunions, dinners, drinks receptions, lectures and concerts. 

Over 1,000 people attend these events every year. We communicate with our former pupils via two 

websites, two Facebook Pages, four annual magazines and two quarterly e-newsletters.  

 

We have set up two separate charitable trusts to receive donations on behalf of the two schools: The 

King Edward’s School Birmingham Trust (for KES) and The King Edward VI High School for Girls 

Trust (for KEHS). Both trusts are registered charities with several trustees, most of whom are former 

pupils of the schools, and they receive all donations on behalf of both schools.   

 

The Foundation is responsible for twelve schools within Birmingham. These include the two 

independent schools, six Grammar Schools and four sponsored Academies. Further details about the 

Foundation can be found at: https://www.schoolsofkingedwardvi.co.uk/ 

 

Both schools have their own alumni associations – the Development Office works very closely with 

the Old Edwardians Association (OEA) at KES and the Birmingham Girls’ Old Edwardian Club 

(BGOEC) at KEHS.  Further details on both organisations can be found online at: 

www.oldeds.kes.org.uk and at: www.oldeds.kehs.org.uk. 



 

 
 

The Role 

 

 

 

 

 

 

Finance Manager 

King Edward’s School (KES) and King Edward VI High School for Girls (KEHS), two of the best 

independent day schools in the country, seek a Finance Manager to oversee gift 

administration and financial recording and reporting within the DARO. This role presents an 

exciting opportunity to support the financial functions of two charities, helping to run an 

award-winning office. This role would suit a candidate with a background in gift administration 

and charity financial reconciliation, but also a candidate with transferable skills keen to work 

in a different sector. 

The role involves gift administration, as well as financial recording/reporting and project management. 

The post holder will play a key role in ensuring the smooth running of the two charitable trusts, as well 

as the DARO itself.  

The Finance Manager will report to the Development Director and will manage all gift administration 

processes within the office, to ensure their smooth running and excellent service for donors. This will 

include management of the Gift Aid and Direct Debit processes. The Finance Manager will ensure 

compliance with all relevant legislation, guidance and best practice recommendations.  

The Finance Manager will play a key role in reconciliation and reporting. They will undertake regular 

reconciliation of all accounts for both charitable trusts and maintain records of the offices’ budgets. 

They will support the annual audit and Charity Commission return. The Finance Manager will be 

responsible for keeping clear records of charitable spending, working with the Director of Admissions 

and the Foundation’s Fees and Billing Officer to maintain accurate records of bursary recipients and 

predicted trusts expenditure.  

Terms and conditions  

Job title: Finance Manager 

Reporting to: Development Director. 

Salary: Grade 8 (£28,404 - £30,143), plus benefits 

Hours: Full-time, 37 hours per week. 

Type of position: Full time, permanent. 

Holidays: 22 days holiday a year, 8 bank holidays and 4 concessionary days. 

Benefits: School fee discount, defined contribution pension, lunch in term time, complimentary 

access to gym facilities and parking. 

Start date: Autumn 2021.   
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Key responsibilities 

 

Gift Administration:  

▪ Processing of all gifts to the two charitable trusts, ensuring all are correctly recorded on the 

database (including gifts made by cheque, credit card, Direct Debit, bank transfer, legacy 

gifts, and gifts made through third-parties like CAF). 

▪ Producing all thank you letters, receipts and tax receipts. 

▪ Maintaining relationships with third-party gift facilitators both nationally and internationally 

(e.g. Charities Aid Foundation, British Schools and Universities Foundation, employer 

matched giving). Setting up new relationships as required by donors. 

▪ Processing all monthly and annual Direct Debit instructions and collections through BACS via 

PT-X and Raiser’s Edge. 

▪ Sending gift reminders and invoicing as necessary. 

▪ Preparing Deeds of Gift and giving schedules, in conjunction with the Development Director 

or Head of Development.  

▪ Project managing the implementation and continuing development of a number of digital 

fundraising tools. 

▪ Claiming Gift Aid for each school. Ensuring that the required paperwork is in place for each 

claim on a per donation basis.  

▪ Ensuring on-going compliance with all Gift Aid regulations, including Gift Aid specific donor 

communications.  

▪ Maximising Gift Aid income by obtaining valid declarations from donors, and communicating 

with donors about Gift Aid. 

 

Financial Recording/Reporting 

▪ Reconciling all donations on the database with the bank statements and annual accounts. 

Maintaining accurate records and ensuring these records are created and stored in reflection 

of best practice.  

▪ Working with the Development Director and trustees of each charity to prepare the annual 

audit and Charity Commission Return. 

▪ Keeping abreast of updates to financial and gift rules, and implementing any changes within 
the DARO (Fundraising Regulator, Direct Debit, audit, etc).  

▪ Preparing relevant data and financial reports, including those of the OEA and BGOEC (who 

oversee the alumni relations strategies at each school), the Development Committees (who 

oversee the fundraising strategies) and the trustees of each Trust, and attending these 

meetings as required. 

▪ Day-to-day administration of the office budgets, ensuring all invoices are paid in a timely 

manner and keeping adequate records.  

▪ Maintaining records of pupil support alongside the Foundation’s Fees and Billing Officer. 

Recording and forecasting trusts’ spending on Assisted Places and other projects. Ensuring 

trustee approval and timely payment of invoices to the trusts. 

▪ Collecting and collating information on pupils paid for by the trusts as required (e.g. gathering 

teacher feedback on progress or successes). 
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▪ Supporting the creation of the annual donor report, providing summary financial information 

and appropriate case studies.  

▪ Preparing financial schedules for the Trust accounts. 

▪ Liaising with the auditors regarding the Trust accounts. 

 

Fundraising: 

▪ Providing financial information for key fundraising initiatives as required. 

▪ Administrative support for the annual telethon at each school, including supporting the 

Database Manager with data segmentation, the setting of ‘ask amounts’ and working with 

external software suppliers as required.  

▪ Assisting with the annual telethons, including supporting recruitment and occasional support 

with telethon shifts. Processing telethon gifts within agreed time frames.  

▪ Assisting the Development Director and Head of Development in researching a pool of 

potential donors, and providing any supporting information as required. 

 

Office Support: 

▪ Acting as the first point of contact for donation or financial queries from alumni. 

▪ Providing support with other DARO functions during peak times and when team members are 

out of the office.  

▪ Ensuring financial and donation information on the DARO’s websites remains up-to-date. 

▪ Filing alumni gift or financial correspondence and recording it on the database. Recording all 

outgoing communications on the database.  

▪ Attending and assisting with DARO events as required. 

 

Other: 
 
Any other duties as may be reasonably required by the Development Director, Chief Master or 
Principal. 
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Person specification 

The ideal candidate would be expected to show evidence of many of the following skills and qualities. 

The following information demonstrates the qualities considered essential or desirable and how these 

will be tested during the recruitment process.   

 

Experience and knowledge (tested in covering letter, application form and at interview) 

 

 Essential Desirable 

Proven experience of financial administration and reconciliation 
✓ 

 

Proficiency in Microsoft Office, particularly Excel (manipulating data) and 
Word/Publisher (mail merges). 

✓ 
 

Knowledge of financial processes and awareness of relevant legislation, 
guidance and best practice. 

✓ 
 

Experience of preparing high quality data and/or financial reports for senior 
colleagues. 

✓ 
 

Keen attention to detail and accurate record-keeping. 
✓ 

 

Experience of basic accounting practice and of monitoring cash flow and    
expenditure. 

✓ 
 

Knowledge of digital fundraising methods and tools, including social media, 
and willingness to stay abreast of future innovations in this area. 

✓ 
 

Customer service experience.  
 

✓ 

Experience of processing donations, sending gift reminders and ‘thank you’ 
letters. 

 
✓ 

Awareness of charity legislation, guidance and best practice. 
 

✓ 

Knowledge of Gift Aid eligibility and the claims process. Experience of 
processing Gift Aid submissions. 

 
✓ 

Experience of Direct Debit processing as a direct submitter to BACS and 
an understanding of the Direct Debit guarantee. 

 
✓ 

  Experience preparing audit documents and financial returns. 
 

✓ 

Experience of other relevant databases – such as student records, 
telephone campaign software or alternative alumni/fundraising databases. 

 
✓ 

Understanding of the third-party gift facilitators, nationally and 
internationally (e.g. CAF, BSUF, employer matching schemes) 

 
✓ 

Experience using Raiser’s Edge. 
 

✓ 

Experience of researching individuals and organisations. 
 

✓ 

Experience of preparing financial schedules for Trust accounts. 
 

✓ 

Experience of liaising with auditors. 
 

✓ 

Knowledge of Trust accounting. 
 

✓ 
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Skills and abilities (tested in covering letter, at interview and in skills test) 

 

 

Attitudes (tested at interview) 

 

 

 Essential Desirable 

Very high standard of written and verbal communication. 
✓ 

 

Ability to check communications carefully. 
✓ 

 

Keen attention to detail and deadlines. 
✓ 

 

The ability to manage multiple projects over long periods. 
✓ 

 

Experience of website administration and editing webpages. 
 

✓ 

Experience of working in a school environment with parents, staff, pupils 
and governors. 

 
✓ 

 Essential Desirable 

An understanding of, and belief in, the aims and ethos of independent 
education in general and of the two independent schools. 

✓ 
 

A belief in the aims of the Assisted Places (Bursary) fundraising 
campaigns. 

✓ 
 

The ability to adapt to new situations and address problems from new 
perspectives. 

✓ 
 

The ability to act independently using initiative and good judgment, 
particularly during periods of high pressure. 

✓ 
 

The ability to think strategically and tactically, particularly proactively 
seeking to understand how office processes support one another.  

✓ 
 

A positive attitude and genuine enthusiasm for the cause. 
✓ 

 

Prepared to work outside regular hours as required. 
✓ 

 



 

 
 

How to apply  

 

 

 
 
 
 
To apply for this role, forward a completed application form (available for download at: 
https://kes.org.uk/about-us/vacancies/) and a covering letter addressed to Zoe Robinson, Bursar, 
outlining why you feel that your skills and experience would equip you to take on this role, by email to: 
recruitment@kes.org.uk   
 
The deadline for applications is 9am Monday 20th September 2021. 
 
If you have any queries about the role or would like to discuss it in more detail, please contact  
Adelaide Bailey, Development Director, by email: aab@kes.org.uk  
 
 
 
 
King Edward's School and King Edward VI High School for Girls are both committed to safeguarding and 
promoting the welfare of children and young people and expect all staff and volunteers to share this commitment. 
All successful candidates will be required to undergo an enhanced DBS check. A copy of the Schools’ 
Recruitment, Selection and Disclosure Policy is available on the Schools’ websites. 
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