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JOB INFORMATION



THE SCHOOL

‘They (pupils) become respectful and tolerant young people,
ready for their next steps and appropriately prepared to
contribute to society in whatever way they can’

ISI REPORT (December 2024)

Welcome to Claremont, a thriving not just in exams but also in equipping
independent coeducational HMC day ~ them with the skills to shape the
school in Esher, Surrey, educating world around them at university, in
approximately 1,200 pupils aged 2 to their careers and in the wider society
18, with an even balance of girls and beyond.

boys. Founded in 1922, Claremont was

built from small but very significant We prioritise, too, an understanding
foundations which has shaped our of character and the way in which our
current mission, vision and ethos relationship with others are

today. Nearly fifty years ago, we
became fully co-educational and are university and careers. The focus on

fundamental to our successes in life,

now a school of choice for families building character qualities ensures
seeking a high-quality,
well-established and caring

that our pupils leave as positive,
caring members of the global
co-educational education. communlty
[les ‘

At Claremont, we recognise and Teachers, staff, p’upils and their
nurture the potential of every families are expected to support and
“extend the at‘rﬁospihere' of reépect
achieve more than they ever thought - courtesy,‘\the‘ love of learning and the

possible. Our entire philosophy isf-f 5 vaIue of friendship that is held dear at
underpinned by goodness, with core CIaremont Thls peaceful and

individual, helping each pupil to

values of courtesy, respect, trust, ‘purposeful intent extends throughout
moral integrity, and self-discipline every Ies}slﬁn and into the pastoral and
guiding all that we do. | co-currict

ar activities we ‘offer

Claremont is known for focusing on VV///IHdm/ BNer’/y, Heda/
the academic potential of our pupils, ]

but never at the expense of their

pastoral wellbeing; for a culture that

nurtures pupils’ limitless potential,
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WORKING AT CLAREMONT

Claremont is more than just a school; it is a
community. We are dedicated to creating a
supporting, caring, and welcoming workplace where
every employee can thrive. Diversity is celebrated,
individuality is valued, and professional growth is
encouraged and supported.

Our dedicated staff are our greatest strength. From
the moment you join, you will receive a
comprehensive induction and ongoing
opportunities for professional development.
Whether you are in a teaching or support role, you
will be part of a team that works collaboratively to
make a real difference.

We strive to attract outstanding individuals to join
our teaching and support teams: our teachers are
highly qualified, passionate professionals
committed to inspiring every pupil and our support
staff are integral to the success of the smooth and
effective operation of our school. Above all, we are
all dedicated to nurturing each pupil’s unique
talents and unlocking their limitless potential.

We welcome applications from candidates with a
variety of professional backgrounds, both within
and beyond education, recognising the strength

this diversity brings to Claremont as an inclusive
and forward-looking community.

Locgtion

Set in 100 acres of historic grounds in Surrey,
Claremont is conveniently located just outside
Esher town centre, with easy access to the A3,
M3, and M25, and excellent rail links to central
London, Guildford, Hampton Court, and Reading
from Claygate or Esher stations. There is ample
free parking, cycle storage, and local bus services
are readily available.

The area combip‘e’\s«‘the@pace and natural beauty

of the Surrey cﬁ[ﬁ‘htr{‘/‘s‘_,‘i‘dé,““ih(‘tlu‘ding the Surrey

Hills Area of Outstanding Natural Beauty, with the
culture, shopping, and entertainment of London,
Kingston, aqd‘;Gujl‘df‘drd just a short journey away.
Outdoor er]"_chtl_‘éi"a_s_t":s;dbn ?njéy’w;ﬂl“(ihg_a’lqng the
River Thames, explori ng Rich mond Park and
Bushy Pa rk;;‘_fo:r"vié.‘it‘ijq"g' neighbourin g’jNatio:r;a\I‘
Trust properties such as Claremont Gardens, or
cycling.'_énd_’.hi‘k‘ihg at lﬁox— Hill. -

Local attractions indudL‘ ‘H_aﬁdpfo_n C‘o‘u:r‘t‘vPaIace,
RHS Wisley Gardens, and Sa‘n'd(-)Wn‘ *Rafe_ec'ou rse,
as well as theatres, éin¢m\as, music venues, and
sports clubs, providing“plenty of opportunities
for relaxation and recreation.
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MISSION, VISION, AND ETHOS

Mission

Our mission guides the ethos of the school and
is a primary document for all who work at the
school.

* To provide an environment where the
God-given potential of every individual is
recognised and valued. With this recognition
comes the expectation of high personal
achievement and moral standards and a
developing awareness of our individual
responsibility to each other and our world.

* To maintain a broad and forward-looking
curriculum in which pupils are encouraged to
think independently to meet the demands of
a rapidly changing world.

* To encourage our pupils to awaken to all that
is good and true within and around them in
their spiritual journey of self- discovery.

* To equip our pupils with a strong set of
values for future decision making.

* The following values are fundamental to
everything we do: courtesy, respect, trust,
moral integrity, self-discipline, love for God
and man.

* The School embraces the whole Claremont
family: pupils, parents, guardians, staff and
governors in its mission, vision and ethos.

Vision,

In accordance with our mission, Claremont Fan Court
develops individuals who are outstanding citizens,
aware of their responsibility to others and contribute
positively to global society.

We realise this by being a high-quality school of
choice where young people achieve more than they
think is possible.

Ethos

Goodness underpins this school. Teachers, staff,
pupils and their ﬁ‘ammes are expected to support and
extend the atm@éphe}e of respect courtesy, the love
of learning and the value of frlendshlp that is held
dear at Claremont. This peaceful and purposeful
intent extends threughPut every—[esson and into the

pastonal and co curncu’ar actlwtles we offer

Young people Ieave Claremont as conﬁdent
contnbutlng and canng members of the global
community. They cher\lsh the values that ‘equip them
to make a posmve contL butldn and be a force for

good in the world. - s T e
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THE ROLE

Purpose of the role:

The Fee Billing Officer is responsible for the accurate
and efficient administration of the School’s fee billing,
accounts receivable and credit control processes.
Reporting to the Management Accountant
(Operations), the role ensures the timely and
accurate invoicing of school fees and related charges,
effective management of accounts receivable,
accurate maintenance of pupil accounts and the
delivery of a high-quality service to parents and
guardians, supporting the School’s financial
sustainability and operational effectiveness.

Key responsibilities:

* Generate and distribute invoices for tuition fees,
extracurricular activities, and other school-related
charges in an accurate and timely manner, ensuring
fee invoices and related charges are processed in
accordance with the School’s VAT procedures and
applicable legislation.

* Act as the primary contact for parents and
guardians for fee billing enquiries, providing
prompt, clear and professional responses.

* Monitor outstanding balances and ensure fees are
paid within agreed deadlines, through professional
and sensitive credit control practices.

* Administer the school’s fees in advance scheme,
including the preparation of calculations,
maintenance of records and completion of termly
reconciliations.

* Ensure all fee income is accurately recorded,
reconciled and allocated to pupil accounts on a
timely basis.

Reconcile accounts receivable transactions and
prepare monthly statements for the Management
Accountant to review, including income via third
party payment platforms.

Ensure all deposits are accurately recorded on and
that deposit movements are reconciled termly basis.
Maintain accurate records of fee discounts awarded.
Administer fee-related income streams, including
School Fee Plan, childcare vouchers and Early Years
Funding.

Prepare regular accounts receivable reports and
summaries, highlighting any issues or trends related
to payments and outstanding balances.

Work collaboratively with colleagues across the
School to ensure pupil data, fee information and
billing records remain accurate and up to date.
Ensure all accounts receivable activities comply with
school policies and financial guidelines, as well as
relevant legal requirements.

Assist with the preparation of reports and papers for
governors relating to fee income; accounts
receivable and debtor management.

Assist with fee benchmarking.

Assist with annual review and update of relevant
policies and contractual documents.

Actively contribute to the continuous improvement
of fee billing, debtor management and financial
administration processes.

Maintain confidentiality of financial and personal
data and ensure compliance with data protection
requirements and school procedures.

Maintain up to date operating procedures for all
areas of responsibility.

Provide general administrative support to the
Finance department.
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TH E P E R so N Essential skills, experience and qualities:

* Experience in a finance, accounts receivable or financial administrative role supported by
i "
.

relevant finance qualifications where appropriate.
» Good numeracy skills and excellent attention to detail.
* Strong IT skills, including a good working knowledge of Microsoft Excel.

-

* Excellent communication and customer service skills, with the confidence to handle
queries and potentially difficult conversations professionally.

* The ability to handle sensitive and confidential information with discretion.

* Strong organisation and time management skills with the ability to be proactive,
resourceful, versatile and flexible.

* The ability to manage multiple priorities, plan effectively and meet deadlines.

* A professional, approachable and collaborative manner.

/XAl
Desirable skills, experience and qualities: ] ‘ |

* Experience of fee billing within an independent school or similar %e‘{harging
environment. Co sl 4 — ]
» Experience using school invoicing systems such as Feemaster or equivalent billing

software.
* Experience of credit control.

» Some knowledge and understanding of VAT invb‘i_ding‘.‘_f]‘f“‘ i | L. N
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EMPLOYEE BENEFITS - SUPPORT

At Claremont, we are committed to attracting
and retaining truly exceptional staff by offering a
competitive benefits package that supports both
professional growth and personal wellbeing:

Reward and R.ecognition

» Competitive salaries, reflecting qualifications,
experience, and expertise.

Generous defined contributory pension
scheme.

Comprehensive life assurance.

Staff fee remission for eligible employee’s
children at Claremont who satisfy the
admissions criteria following successful
completion of probationary period.

Professiona/ a/elfe/ofme/d;
* We foster a strong culture of continuous
professional development, with encouragement
at the highest level for ongoing training, further
qualifications, and career progression.

Wd/ée/@ and Support

* Access to a confidential counselling service for
employees and eligible family members (aged
18+), available 24 hours a day, 365 days a year.
Annual flu vaccinations provided free of charge.
An active social and wellbeing committee
organising a varied programme of regular social

events and activities, from book clubs, running
clubs and quizzes to sporting and social
gatherings.

Access to the school gym at agreed times.
Family-friendly policies designed to support a
healthy work-life balance, including enhanced
maternity and paternity pay.

Meqg/s and R-efreshments

» Complimentary lunches during term time, freshly
prepared by our outstanding catering team.

* Free tea, coffee, and refreshments available
throughout the sphoo‘l day

4L

Parb@
* Free, onsite parkmg ava|IabIe for all staFf
. Cycle storage area‘ o ¥ e

% | 0N i
Cgc/e X Workjcﬁem,e

* Access to Cyclescheme allowmg employees to
ccessorles up to the value

f/o/a/ay Cdm/ /xoumﬁy LA .‘v

* Discounted rates for Clarepﬁont holiday camps for

purchase b|cyc|es and p
of £2,500 f

permanent staff during school holiday periods.
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Equality, diversity and inclusion

We are proud to be an equal opportunities
employer and welcome applications from suitably
qualified candidates from all backgrounds. We are
fully committed to providing a friendly, positive,
caring and professional working environment in
which equality, diversity and inclusion are actively
promoted, and all members of the Claremont
community are treated with dignity and respect,
free from discrimination, harassment or
inappropriate behaviour.

We value individuality and seek to build a
workforce that reflects the diversity of the
community we serve. In accordance with the
Equality Act 2010, we do not discriminate on the
grounds of any protected characteristic, including
age, disability, gender reassignment, marriage or
civil partnership, pregnancy or maternity, race
(including colour, nationality and ethnic or
national origins), religion or belief, sex, or sexual
orientation.

The school is committed to ensuring equality of
opportunity throughout recruitment,
employment and career development, making
reasonable adjustments where required, and
fostering an inclusive environment in which all
members of the school community feel valued,
respected, supported and able to thrive.

SAFEGUARDING AND EQUAL OPPORTUNITIES

Sa/@ugn#py

Claremont Fan Court School and its staff are
committed to safeguarding the welfare of children.
Successful applicants will be required to undergo
screening appropriate to the post, including checks
with past employers and the Disclosure and Barring
Service. It is an offence for any person barred from
working with children to apply for this post.
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TERMS AND CONDITIONS

Hours.

This is a full-time position for 37.5 hours a
week. However, we recognise the value of
flexibility and would be willing to consider a
working pattern equivalent to 90% of full-time
hours for exceptional candidate.

Salary:
£35,000-£38,000 depending on skills and
experience

Please ensure you read the school’s Recruitment,
Disclosures and Selection Policy, Safeguarding Policy
and Applicant Privacy Policy on our website.

Interested applicants should complete an application
via our recruitment portal. If you have any questions
about the application process, please contact
jobs@claremont.surrey.sch.uk

References may be taken up at any stage during the
recruitment process.

The closing date for appllcatlons is
9:00am Mondqy 9 November 2026

Applications for this role will be considered as
they are recel\/ed Intervieyvs, ﬁnd any -
subsequent of’fers, may be“ma\qe at any stage of
the process. Candldates are therefore =~
encouraged to submlt thelr appllcatlons at the

earllestopp0rtunlty 1 | 2 'Y

Interviews are expected toH:ake place durmg the

week commencmg 16 November 2026 o
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