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FINANCE AND OPERATIONS OFFICER - RECRUITMENT PACK

Location: London/Hybrid working. There are 2 core days per week at our London Office.

Hours: Full-time (37.5 hours per week — Monday to Friday)

Duration: Permanent

Salary: Salary £32,000 per annum, (includes £2k London weighting)

Start date: Mid-September 2026

To Apply: CV & Supporting Statement (See ‘How to Apply’ at the bottom of this
document).

Applications without a cover letter will not be considered.

HELPING STUDENTS GET FURTHER

One in three students leave school each year without a standard pass (grade 4 or above) in GCSE English and
maths, representing over 200,000 16-year-olds every year. This rises to over one in two for young people from
disadvantaged backgrounds. The scale of the challenge at 16 extends into adulthood. An estimated 8.5 million
working age adults in England have low literacy and numeracy skills. Lacking gateway qualifications locks people
out of many educational and employment opportunities and is associated with adverse outcomes for learning
potential, health, and well-being.

Get Further exists to change this. Our charity delivers a series of interventions that help disadvantaged learners
in Further Education to secure gateway English and maths qualifications that unlock opportunities. These
interventions include our award-winning GCSE Resit Tuition Programme for those resitting GCSEs, our Functional
Skills Tuition Programme supporting those on or aspiring to undertake apprenticeship programmes, and training
and resources for teachers and leaders of English and maths in Further Education. You can read about the impact
of our interventions here.

To help more students get further, we are seeking a Finance and Operations Officer to support the day-to-day
operations of the charity, to make sure that we can reach more learners with our intervention.

OUR TEAM, VALUES AND BENEFITS

Our central team currently comprises some 32 members, all motivated to reduce educational disadvantage and
ensure young people get the gateway qualifications they need to succeed. Additionally, we employ a large
national team of tutors who work across our college partners. Our main office is near Kings Cross, London,
although we also have team members based in Wales, Yorkshire, Norwich, Birmingham and elsewhere. We share
our office with another educational charity, Axiom Maths.

We promote a supportive, collaborative, and inclusive working environment and are guided by our core values.
These values are at the heart of our organisation’s personality

At Get Further, we are:

BOLD We are bold and unafraid to go against the grain.

OPTIMISTIC We are optimistic through setbacks, retaining a sense of possibility in the face of challenges.
AMBITIOUS We are ambitious for students who are yet to achieve gateway English and maths qualifications.
TENACIOUS We are tenacious in our drive to achieve impact for the students we support.
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Our benefits include:

36 days of holidays per year (including bank holidays)

Ongoing learning and development opportunities

Annual personal development budget

Employee Assistance Programme through Wisdom

Flexible hybrid working

Cycle to work scheme

Termly ‘in-person’ team development days at our offices in London

The opportunity to work in a progressive and socially conscious, growing organisation where we can have
an outsized impact on its success and development.

ROLE DESCRIPTION

As Finance and Operations officer, you will report to the Operations and Systems Manager and will be a key
member of the Operations team.

This role is vital to the support of the wider organisation, being the go-to person for financial, HR and IT enquiries.

In this role at Get Further, you'll have the opportunity to build on your operational experience within a dynamic
and mission-driven charity. No two days are the same, you'll play a key role in supporting day-to-day operations
while contributing to a range of projects that help drive our work forward. This is also a chance to shape your own
development, gaining valuable insight and skills as you grow within the role.

Finance Administration

Manage day-to-day bookkeeping using Xero, including importing and coding invoices for approval, raising
sales invoices, and supporting bank reconciliation.

Prepare and issue contracts and invoices for colleges, freelancers, and central team members.

Manage credit control by coordinating weekly payment runs and liaising with debtors to ensure timely
payment.

Prepare monthly payroll submissions, including reconciling tutor hours, holiday pay and training.

Support the preparation of monthly management accounts and financial reports for internal budget
holders.

Assist with compiling financial information for the Fundraising Team as required.

HR and Policy Administration

Help maintain our policy library, ensuring all charity policies remain compliant and up to date.

Keep the Employee Handbook current, reflecting the latest internal policies and procedures.

Assist the Operations & Systems Manager in planning and delivering our termly Team Days.
Coordinate staff benefits, including the Employee Assistance Programme (EAP), staff training, pensions,
Access to Work applications, and workstation assessments.

Working with hiring managers for the central recruitment process to advertise roles, coordinating
interviews and communications with applicants.

Onboard new starters, conducting all pre-employment checks, organising computers and equipment,
arranging access to systems etc.

Managing reference requests for former tutors.
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IT and Equipment management
e  Support the Operations & Systems Manager in maintaining oversight of IT hardware, phones, and other
equipment — including managing logistics and phasing out older kit.
e Act as the first point of contact for the team on IT matters, liaising with our external IT provider and
tracking outstanding tasks and support hours used.

Office tasks
e Office keyholder
e Liaise with the Charity we share offices with regarding office facilities and help maintain office supplies
and equipment levels.
e Manage keyholder records, ensuring an accurate log of staff with key and fob access to the office.

General Administration
e Monitor and respond to shared mailboxes, ensuring timely and appropriate handling of enquiries or
redirecting them as needed.
¢ Provide additional programme support where required — including booking conferences and ordering
printed materials or resources.
e Respond to internal queries and offer cross-team support on financial, HR, and IT matters.

ABOUT YOU

To succeed in this role, you will

e like to get stuck in and get stuff done in a dynamic environment
e enjoy being the go-to person and knowing what’s going on across the organisation
e actively seek opportunities to support others and provide the best internal customer experience.

To thrive in this role, you will be highly organised, precise, and able to manage a varied workload in a fast paced
environment while keeping sight of how each task contributes to improving young people’s futures. You will run
towards every challenge with optimism, remaining solutions-focused and forward-thinking to support Get Further
to achieve its mission.

To support your application, we have identified some key skills and experiences and how they will be assessed
via the application (A), interview () and a task related to the role (T).

ESSENTIAL A | T

e Commitment to Get Further’'s mission and values, including passionate A |
about tackling educational inequality.

e Ability to hold yourself and others accountable and always remain open A |
to learning from others

e Trustworthy and able to handle confidential information with care (e.g., A I
HR and payroll data).

o Highly comfortable with learning new software and systems A T

e Strong numeracy skills and confidence handling financial information, A T
with experience of bookkeeping and finance systems (e.g., Xero)

e Strong IT skills e.g. MS Office (Word and Excel etc.) A

© 2026 Get Further e Get Further is a registered charity in England and Wales (1190809) and a registered company limited by guarantee in
England and Wales (11513329) e The Brewery Building, 55-61 Brewery Road, London, N7 9QH



/" GET
FURTHER

e Familiarity with GDPR requirements, policies, processes and A
organisational compliance.

e Problem-solver: enjoys troubleshooting and demonstrates a ‘solution- A I T
oriented’ approach.

e Excellent communication skills (including written and verbal skills). A | T

o Excellent interpersonal skills: ambitious, optimistic, tenacious and |
supportive team member and ability to manage external stakeholders
effectively.

¢ Organised, excellent time management, highly flexible and can work A T
well independently.

e Committed to safeguarding the young people we work with via I
compliance with safer recruitment practices, safeguarding frameworks
and keeping confidential/sensitive information secure.

e Highly motivated to maximise impact, at an individual and organisational | A I

level
DESIRABLE Aandl
e Familiarity with the FE sector. (for you to
e Previous experience with Salesforce (or similar CRM system) highlight, as
relevant)
HOW TO APPLY

Your application must include:
e A CV of nho more than 2 sides of A4; and
e Complete application form which includes the following four questions Please also take into
consideration the personal specification to highlight how you also meet these essential criteria.:

1. Why do you want to work for Get Further, and what particularly motivates you about supporting our
mission to tackle educational inequality? (250-300 words)

2. Please tell us about a piece of work or project where you supported finance, HR, IT, office management,
or general operations. What was your role? What systems or processes did you use, and what impact did
your work have? (250-300 words)

3. This role involves managing a varied workload, responding to internal queries, handling confidential
information, and solving problems as they arise. Tell us about a time you had to balance competing
priorities while maintaining accuracy and a positive, solutions-focused approach. (250-300 words)

4. |If your application is successful, what two aspects of the role would be the biggest challenge for you, and
how would you resolve these challenges? (300 words)

Please apply via our application form by 9am on Monday 27% July 2026. Incomplete applications will not be
processed.

NEXT STAGES OF RECRUITMENT

The first round of interviews are anticipated to take place online during the week commencing 3rd August.

The second round of interviews are also anticipated to take place during the week commencing 10th August, in
person at our London Office, which is fully accessible.
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This is a UK-based post and applicants must be living in and have the right to work the UK; if applicable please
detail your visa status in your covering email. Get Further is an equal opportunities employer and will not
discriminate against any candidate on the basis of any characteristic protected by the Equality Act 2010. Please
let us know if you require any reasonable adjustments to be made throughout the recruitment process.

© 2026 Get Further e Get Further is a registered charity in England and Wales (1190809) and a registered company limited by guarantee in
England and Wales (11513329) e The Brewery Building, 55-61 Brewery Road, London, N7 9QH



