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Located in Altrincham, Cheshire, Altrincham Preparatory School (APS) is one of 
the leading boys’ prep schools in the North of England educating some 300 boys 
aged 2 to 11. 

Aims and Ethos

Founded in 1936 by a small group of masters from 
Altrincham Grammar School, and with several members 
of the present Governing Board direct descendants of 
the original founders, tradition married with innovation 
is celebrated through every aspect of life at APS. With a 
mission statement to “provide a learning environment 
of the highest quality for all the boys and to promote in 
them a spirit of respect which is sensitive to the needs of 
others”, the School is dedicated to ensuring educational 
excellence in an environment that nurtures its boys into 
well-rounded, confident young men. Its pupils thrive in a 
happy and supportive school with excellent pastoral care 
that celebrates each boy as an individual. 

Described by visitors as a friendly and happy school, APS 
has a distinctive atmosphere which couples academic 
excellence with a breadth of opportunity and respect for 
variety of achievement. The School has high expectations 
of its boys and demand excellent standards of behaviour 
which, combined with academic attainment, results in its 
boys progressing to some of the best secondary schools 
in the region.
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Aims
n  Provide a safe, happy and stimulating environment              
n  Provide equal opportunities for all boys 
n  Make school an enjoyable experience                                  
n  Foster an awareness of the needs of others
n  Develop each boy’s individual potential                                
n  Develop self-confidence and self-esteem
n  Encourage the boys to develop self-discipline                       
n  Promote high moral standards 
n  Plan and deliver a broad, balanced curriculum                      
n  Establish good home-school links

Seven ’Character Strengths’ are championed through-
out every aspect of the School and empower APS  
boys to achieve their potential and are well-prepared 
for life beyond: 

n  Zest n  Social Intelligence
n  Grit n  Self-Control
n  Optimism n  Gratitude
n  Curiosity

4



altprep.co.uk

berwickpartners.co.uk 5

Early Years Foundation Stage

The Nursery at APS is located in their Early Years Centre on 
Bank Place, a building completely renovated and opened 
in 2014. The Nursery fosters a genuine caring, family 
atmosphere and provides excellent early years provision for 
16 boys at any one time. At such an important develop-
mental age, independence and good habits are nurtured  
in its boys, and positive social interaction is promoted 
through well-organised work and play. 

In Pre-School and Reception, boys at APS continue to 
develop social skills but also begin to focus on developing 
their academic abilities. Teachers use the latest educational 
methods and technology to provide a stimulating and 
successful learning environment centred around the 
important skills of literacy and numeracy.

Pre-Prep

The boys continue their education in Years 1 and 2 at 
Highbury, located on West Road. Class sizes at APS are 
small throughout the Pre-Prep. This ensures that each boy’s 
development and progress may be supported and tracked, 
so that he develops academically as well as personally with 
confidence and maturity. 

In the Pre-Prep, boys enjoy a broad curriculum which goes  
far beyond the framework of the National Curriculum. 
Alongside the core subjects, subjects such as PE, Music, 
Drama, Modern Foreign Languages, Art and Yoga are taught 
by specialist teachers. Both Highbury and the Early Years 
Centre buildings adjoin Bell Field, an extensive walled private 
garden to which APS boys have exclusive access throughout 
the school day for both curriculum and playtime activities.

Prep

In Year 3, boys at APS move to the purpose-build 
Prep School on Marlborough Road, where the 
Headmaster and School’s administrative offices 
are also based. In the Prep School, the curriculum 
is specially tailored to suit and captivate a boy’s 
imagination and to extend and enrich learning at all 
levels to prepare for the 11+ and entrance exams 
for senior schools. 

Boys in the Prep School have a full timetable leaning 
heavily on the core subjects of Maths, English, 
Science, Humanities, and Verbal and Non-Verbal 
Reasoning. The curriculum is also further enriched 
by the exciting areas of IT, Design and Technology, 
Art, Music, Religious Education, Modern Foreign 
Languages and Personal Health, Social and 
Economic (PSHE) education – all of which are 
studied throughout the prep school years.

The boys develop intellectually, socially and 
emotionally through these subjects as they are 
taught but also through their experiences in the 
wider school environment. There is an extensive list 
of extra-curriculum opportunities for them to enjoy 
and these, together with fieldwork and school trips, 
all contribute to the boys’ all-round development.
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Future Schools

APS prides itself on its boys going on to the correct 
secondary school and one of its central aims is to provide 
them, through preparation for secondary school entrance 
examinations, with a varied choice of excellent leaving 
destinations. In doing so, its boys gain places at the top 
selective state grammar and leading independent schools 
in the area.

➊ Altrincham Grammar School

➋ Sale Grammar School

❸ The Manchester Grammar School

❹ Stockport Grammar

❺ Cheadle Hulme School

➏ St Ambrose College

➐ The King’s School, Macclesfield 

Pastoral

Pastoral care is centrally important at APS 
and vital to the mental wellbeing and personal 
development of each boy. PHSE is a weekly 
lesson, with core themes being health and 
wellbeing, relationships and how to be a 
responsible citizen in the world at large. Boys 
at APS are nurtured with diversity and tolerance 
as paramount, so that each boy plays his part 
in the supportive school community. 

The Learning Support Department helps 
identify boys with additional needs and works 
closely with teachers and parents to ensure 
each boy’s time at APS is a happy one. 
Additionally, throughout all year groups there 
is a strong school/home partnership which 
helps keep parents up to date with what their 
child is learning, as well as their progress. 

In addition to co-curricular clubs, APS also 
offers a complete care package. This includes 
daily wrap around care as well as holiday 
clubs.
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We are proud of our school, proud 
of our record of expansion and 
continual improvement and are 
dedicated to helping young boys 
become happy, enthusiastic and 
hardworking young men.

Andrew Hill (Chair of Governors)

‘
’

Beyond the Classroom

Sport

Sporting provision at APS is exceptional, and sports play 
a major role in the day-to-day life of the School. APS has 
two full-time specialist teachers who take Games and 
PE lessons from Pre-School through to Year 6 as well as 
running the immensely popular lunchtime and after-school 
clubs. The School enjoys success in a wide range of fixtures 
including football, rugby, hockey, cricket, cross-country, 
athletics, swimming and tennis, where each boy gets the 
chance to represent his school. 

During Game and PE lessons, and in addition to club 
sessions, boys are able to get involved with a wide variety of 
other sports such as golf, table tennis, badminton and yoga. 
While a competitive spirit is naturally encouraged, boys are 
also taught a sense of fair play and sportsmanship. 

Many former pupils have gone on to play professionally at 
football, rugby and cricket, and, since introducing hockey 
into the curriculum, APS have been proud to see numerous 
boys represent England and Great Britain at the sport.

Music

Boys at APS enjoy a wide range of musical opportunities. 
The School has a dedicated full-time Music Teacher as well 
as an excellent team of peripatetic instrumental teachers 
who develop music skills from an early age. Ensembles 
include Woodwind, Guitar, String and Brass, as well as a 
full School orchestra, in addition to choirs in each the Pre-
Prep and Prep Schools. Through this ambitious musical 
provision, a strong number of boys are supported through 
ABRSM Music examination grades and achieve success in 
regional and national competitions. 

Art

Pupils from Reception upward enjoy weekly art lessons, in 
which self-expression and creativity skills are built upon. 
This allows boys to build a sense of individual identity and 
confidence as well as helping them develop critical thinking 
and the ability to interpret the world at large. 

Performing Arts

Drama productions, musical performances, assemblies 
and public speaking all provide the thrill of rehearsals, and 
most boys at APS will at some stage enjoy the experience 
of performing before an audience. LAMDA lessons and 
examinations are optional for those boys who enjoy this 
aspect and who want to develop their talents further.

Social Awareness 

Charity and social awareness is also weaved into boys’ life at 
the School, with the importance of giving and opportunity to 
show gratitude of particular focus. This is achieved through 
supporting a number of charitable events throughout the 
academic year. These have ranged from local charities to 
national names such as Red Nose Day and Children in Need. 

Further information on Altrincham Preparatory School can 
be found online: 
Website – www.altprep.co.uk 
Facebook – www.facebook.com/altprep  
Twitter – https://twitter.com/altprep 
Instagram – altrinchampreparatoryschool 

Candidate Brief    Finance Manager Altrincham Preparatory School

http://www.altprep.co.uk
http://www.facebook.com/altprep
https://twitter.com/altprep


berwickpartners.co.uk 8

The Finance Manager is responsible to the Headmaster for the financial management 
of the School. 

Key Responsibilities

General Management
n  To be responsible for the day-to-day running of the Finance 

Office and all matters financial that pertain to the School.
n  To oversee and manage allocated support staff.

Finance
n  To manage the budget setting, financial forecasts and 

cost control across the School.
n  To advise Governors on setting fees and charges.
n  To advise on the setting of salaries and reviews.
n  To plan, procure and project manage capital projects as 

and when.
n  To agree an annual programme for capital expenditure 

and ensuring that long-term funding is available for rolling 
replacements (e.g. IT equipment) in collaboration with the 
Business Operations Manager.

n  To be responsible for all accounting functions including 
nominal, purchase and fee ledgers and the payroll.

 n  To monitor fee payments and to follow up with parents 
who do not adhere to timelines.

n  To monitor the bank accounts on a weekly basis and 
report the position of the accounts on the last day of each 
month.

n  To reconcile all ledgers, particularly the bank 
reconciliation on a daily/weekly basis and the 
disbursement accounts on a monthly basis.

n  To prepare monthly management accounts for 
presentation to the Headmaster, the Finance 
Committee and Governors.

n  To prepare and manage the annual accounts 
for presentation to the School’s auditors.

n  Effectively manage the School’s working 
capital requirements with specific attention 
given to fees received.

Payroll
n  To prepare the monthly payroll, collating overtime 

and extra hours as well as expense claims ready 
for authorisation by the Headmaster.

n  To be responsible for, and ensure compliance 
with, benefits in kind/PAYE regulations.

n  To administer the HMRC (PAYE), NI, and the 
School’s pension schemes returns and payments 
on a timely basis.

altprep.co.uk
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School Fees
n  To ensure that the parent and pupil accounting database 

is effectively managed.
n  To ensure that parent invoices are accurately produced 

and dispatched on time.
n  To ensure that disbursements and adjustments are 

promptly and accurately entered on the parent invoices.
n  To monitor debtors, including issuing reminders, so 

minimising overdue fees and bad debts and, ensuring 
paperwork is accurately organised so that the school 
is properly prepared for legal action to recover overdue 
fees, should this be necessary.

n  To charge interest on overdue fees and accounts.
n  To administer pupils’ insurance schemes.
n  To communicate with parents, by interview, telephone, 

letter and email, on all fee-related matters ensuring that 
accurate records of all communications are maintained.

Other
n  To attend the finance meetings.
n  To ensure all insurance policies are comprehensive, 

up to date, and renewed on a continuous basis as 
appropriate.

n  To follow all policies and procedures as outlined in the 
staff handbook.

n  Working with the Headmaster and Business Operations 
Manager to identify opportunities for income diversi-
fication and additional streams of revenue.

n  To oversee and ensure the effective implementation of 
the strategy used by the school for: purchasing and 
ordering; utilities; and suppliers, and ensuring these are 
cost effective and budgetary compliant.

This job description is to provide the outline for the role 
of Finance Manager so the job description is not to be 
considered exhaustive or totally inclusive of the aspects 
that need to be covered. Working as the School’s Finance 
Manager may include assisting in the organisation of day-to-
day activities and needs of the school which vary from time 
to time in importance and in immediacy of completion. This 
is to be done in liaison with the Registrar and Headmaster’s 
PA, Business Operations Manager and Headmaster. It is 
expected that you will be efficient, organised, meticulous 
and thorough as well as flexible in your approach to the 
work required. 

Other reasonable duties may be assigned within the 
responsibilities of the position, and the capabilities of the 
appointed person as required and/or requested by the 
Headmaster.

The details contained in this Job Description reflect the 
content of the job at the date it was prepared. It is inevitable 
that over time the nature of the job may change. Existing 
duties may no longer be required and other duties may be 
gained without changing the general nature of the post or 
the level of responsibility entailed. Consequently, the School 
will expect to revise this Job Description from time to time in 
consultation with the postholder.
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Essential
n  Commitment to the safeguarding and wellbeing of children 

and young people as the highest priority.
n  Educated to degree level or equivalent professional 

qualifications.
n  A successful record of accomplishment of financial 

management.
n  Demonstrable experience of strong financial and com-

mercial acumen and ability to assimilate, analyse and 
interpret financial data.

n  Ability to think strategically, anticipate future consequences 
and trends and incorporate them into the organisational 
planning processes.

n  Knowledge of contract negotiation and employment 
issues.

n  An interest in educational issues, sympathy with the 
School’s values, and a passion for promoting and 
representing the School.

n  Professional, flexible, reliable and well organised.
n  Approachable, friendly, articulate, innovative and 

diplomatic.
n  Possess the gravitas to inspire confidence with the 

leadership of the School and parents.

Desirable
n  Accountancy qualification (ACCA/ACA).
n  Sound knowledge of payroll systems and managing 

pension administration is desirable.
n  Experience gained within a similar setting.
n  A wide-ranging commercial skill set that would transfer to 

a school setting.
n  Possess the intellectual vision, skills and ability to 

contribute to the national debate on issues that affect the 
independent schools’ market.

altprep.co.uk
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essential characteristics:

THE PERSON
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Altrincham Preparatory School has engaged the services of Berwick Partners (an Odgers 
Berndtson company) to assist with the recruitment of the next Finance Manager.

The closing date for applications:  
17:00 Friday 4th November.

Initial interviews with Berwick Partners will take place  
8th, 9th and 10th November. Shortlist interviews with  
the Selection Committee will take place in late November. 

In order to apply, please submit a comprehensive CV along 
with a covering letter which sets out your interest in the role 
and encapsulates the aspects of your experience relevant 
to the required criteria. Please include current salary details 
and the names and addresses of three referees. Long listed 
candidates will be required to complete an application form. 
Referees will not be approached until the final stages and 
not without prior permission from candidates.

The preferred method of application is online at:  
www.berwickpartners.co.uk/86588

All applications will receive an automated response. 

For an initial discussion, please contact:

Alexandra Albone: +44 (0) 207 529 3061
alex.albone@berwickpartners.co.uk 

Sam Yates: +44 (0) 161 498 3406
samuel.yates@berwickpartners.cou.uk 

Personal data

In line with GDPR, we ask that you do NOT send 
us any information that can identify children 
or any of your Sensitive Personal Data (racial 
or ethnic origin, political opinions, religious or 
philosophical beliefs, trade union membership, 
data concerning health or sex life and sexual 
orientation, genetic and/or biometric data) 
in your CV and application documentation. 
Following this notice, any inclusion of your 
Sensitive Personal Data in your CV/application 
documentation will be understood by us as  
your expressed consent to process this infor-
mation going forward. Please also remember 
to not mention anyone’s information or details  
(e.g. referees) who have not previously agreed to 
their inclusion.

Altrincham Prep School is committed to safeguarding 
and promoting the welfare of children, and applicants 
must be willing to undergo child protection screening 
appropriate to the post, including checks with past 
employers and the Disclosure and Barring Service. 

altprep.co.uk
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