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Credit Controller 

Full time  

37.5 hours per week 

Annual salary  £23,598 – £28,548 depending on 

experience  

Start date: asap 
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nd
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Dear Candidate, 

Credit Controller 

Thank you for your enquiry about the above vacancy. 

In this application pack you will find information about the position and the school.  The job description 

outlines the tasks that the successful candidate should expect to undertake once in post.  The person 

specification outlines the kind of person we are looking for.  Please read this information carefully. 

The details of this role are as follows:  

Working hours: Full time hours for support staff are 37.5 hours per week, to be agreed with 

line manager.  Approximately 9am - 5pm with 30 min lunch. 

Annual Leave: 5.6 weeks leave  

Contract type: Permanent 

Grade: Grade 8 £23,598 to Grade 9 £28,548 depending on experience 

Salary: Annual salary £23,598 – £28,584 depending on experience  

Start date: asap 

This is a fantastic opportunity for an experienced Credit Controller to join our Finance Team. You will be the 

key point of contact for families, ensuring the timely collection and payment of pupil fees and managing the 

debt collection process in line with Michael Hall’s debt management policies. You will ensure accurate pupil 

financial records in relation to billing, exemptions and payments. 

The successful candidate will be a team player with a can-do attitude, self-reliant and capable of working to 

deadline on their own initiative. 

If you have any queries or need further information about the position please do not hesitate to contact HR 

on 01342 824240 or email HR@michaelhall.co.uk 

I look forward to receiving your application. 

Yours faithfully, 

 

Liz James 

School Business Manager 

mailto:HR@michaelhall.co.uk
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Application process 

To apply for this role you will be required to complete an application form and covering letter and 

return them electronically or by post with any requested supporting documentation to:  

hr@michaelhall.co.uk  

Please note that it is not necessary to enclose a separate CV, although you may do so if you wish – 

however, we still require a completed application form. 

You will be notified as soon as possible after the closing date, if you have been selected for an 

interview.  

If you have not heard from us one week following the application deadline, your application has 

been unsuccessful on this occasion. 

 

 

Michael Hall School values the diversity of its community and aims to have a workforce that reflects 

this. We therefore encourage applications from all sections of the community. 

Michael Hall School is committed to safeguarding and promoting the welfare of children and young 

people and expects all staff and volunteers to share this commitment. All positions are subject to an 

enhanced DBS check. 

 
 
 
 
 
 
 
 
 
 

 

mailto:hr@michaelhall.co.uk


[Type text] 

 

Kidbrooke Park, Forest Row, East Sussex RH18 5JA.  
Tel:  01342 822275  Fax: 01342 826593 

HR@michaelhall.co.uk, www.michaelhall.co.uk Company number 539034.  
Registered charity number 307006 

 

Job Description for Credit Controller 

To report to the Finance Manager.  

The main duties of the position are: 

To act as a first point of contact for prompt query resolution in relation to pupil debtor accounts, 

liaising with other internal departments as necessary to correct any erroneous entries and minimise 

the debt outstanding period.  To ensure the timely application of Michael Hall School credit control 

policy, completing each stage in a professional and prompt manner. 

• Maintain data quality in relation to records held in the pupil database ensuring errors are 

corrected promptly. Maintain an audit trail of credit control activities and collection history on the 

necessary records. 

• Ensure the school’s credit control policy is robustly and consistently applied.  To actively chase 

debt by liaising with parents/families. 

• To assess pupil financial circumstances with a view to make recommendations to the Finance 

Manager for non-standard instalment plans in line with Michael Hall policies and procedures, for 

approval. 

• To liaise closely with academic staff to advise them of pupils who are facing interruption of study 

resulting from financial reasons. 

• To maintain communication records to support credit control activities ensuring compliance with 

Michael Hall School standards, data protection and freedom of information acts. 

• To actively participate in the enrolment process, ensuring policies and procedures are adhered to 

with regard to debt management. 

• To assist with the operation of system based debt collection processes when required, including 

promptly resolving queries and disputes in relation to pupil debts referred to external debt 

collection agencies and / or courts for collection. 

• To advise staff as appropriate, on the interpretation of the policy and procedures relating to pupil 

finance. 

• To support the pupil tuition fee refund process including letter production refunds and missing 

bank details.  

• Daily maintenance of generic email accounts that pertain to systems usage, ensuring that customer 

queries are responded to quickly and accurately. 

• To assist with other accounting and administrative duties as requested by the Finance Manager. 
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Person Specification for Credit Controller 

  Essential Desirable 

Education/ 

Qualifications 

Educated to A Level or an 

equivalent level 3 qualification or 

qualified through significant 

experience of working within a 

credit control environment. 

 

ICM or AAT or other accounting 

qualification. 

Bookkeeping qualification 

Skills Good PC skills, especially 

spreadsheets, reporting tools and 

database skills. Excellent inter-

personal skills to ensure effective 

communication with staff, pupils 

and other customers. 

Good written communication skills 

including the ability to draft 

routine credit control 

correspondence, and a good 

telephone manner. 

Sound knowledge and 

understanding of sales ledger 

operations and basic accounting 

procedures. 

 

 

Experience Experience of working as a Credit 

Controller 

A high degree of competence in 

Excel 

Knowledge of Accounts  

Experience of downloading data, 

data manipulation using 

spreadsheet tools and 

reconciliations. 

 

Experience of iSAMS and 

AccountsIQ 

Experience of working with debt 

collection agencies  

 

Experience of credit control in the 

Education or Public Sector. 

 

Skills Good communication skills 

Excellent maths/numeracy skills 

  

Personal Qualities Hard Working, Organised, 

Reliable, Self- Motivated, Willing 

to work as a team or by 

themselves. 

The ability to prioritise work 

demands to meet deadlines. 
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Information about the school 

Michael Hall School is the largest and oldest Steiner Waldorf School in the UK. We are based in 

Kidbrooke Mansion, built in 1735, which stands majestically in 60 hectares of landscaped parkland 

adjoining the Ashdown Forest. 

 

 

 

 

 

 

 

 

 

 

 

Our Value Statement 

“Inspired by the Waldorf vision of childhood, our education values and celebrates each stage of 

development, facilitating each child's gradual self-realisation as part of a social whole. We are 

dedicated to harmonising the physical, emotional and spiritual aspects of each of our pupils in a 

way that gives them the confidence, resilience and insight to make a positive difference in the world 

throughout their lives. As the longest-running Waldorf School in the world, offering a proven and 

progressive alternative to the pressurised approach to education, we continually work at deepening 

our teaching practice, the better to realise the aims stated above.” 
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Our Ethos and Aims 

Michael Hall aims to offer an education to children from KG to age 18 that addresses the whole 

human being, body, soul and spirit at every stage. In working on developing this education as an 

art, the teachers are inspired by the work of Rudolf Steiner and share this work with the Steiner 

Waldorf school movement worldwide. Our aspiration was summarised by Marie Steiner in these 

words “Our highest aim must be to develop young people who are able of themselves to 

impart purpose and direction to their lives”.  Our holistic approach attaches equal importance to 

the crafts, the arts and intellectual attainment. 

With reverence for each child, the early years work builds a foundation for the whole of life-long 

learning. The class teacher guides children into society for the first 8 years of formal learning with 

loving authority, with a sense of the wholeness of life, making connections. In the upper school 

years the pupils encounter the expertise that can inspire them to find and achieve their own goals. 

Our objectives 

Michael Hall’s strategic objectives can be summarised as follows:  

 To deliver a consistently excellent standard of Steiner Waldorf education to every pupil in 

the school. 

 Subject to not compromising on quality, to offer a Waldorf education to as many children as 

the school can properly accommodate.  

 To be a comprehensive school, educating pupils with a wide range of 

abilities, predominantly in mixed-ability classes.  

 To support excellence in education by training and developing all current teachers and 

support staff in the school.  

 To ensure that Michael Hall is a sustainable enterprise in every sense, 

continuously developing to meet emerging challenges and viable in the long term.  

 


