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Person Specification – Finance Assistant
	
	Essential
	Desirable

	Experience
	· Finance experience, ideally within an accounts payable setting.  
· Experienced in the maintenance of financial records and the operation of financial systems
	

	Qualifications and Training


	· To be proficient in basic bookkeeping.

· Competent use of Microsoft Office, in particular excel spreadsheets.
	· AAT qualified or working towards.

	Skills and Abilities


	· To have good communication skills and the ability to deal effectively with people at all levels.

· Strong attention to detail and high levels of accuracy.

· Good numeracy skills.

· To be able to maintain data input accuracy through frequent interruptions.

· Ability to prioritise workload and use initiative.  

· Have responsibility for the accurate handling and security of cash, cheques etc and safe storage.
· Ability to work within clearly defined procedures and deadlines.
· Work constructively as part of a team, understanding school roles and responsibilities and own position within these.

· Ability to provide excellent customer service
	· A working knowledge of finance procedures.


	Other Factors
	· Respect confidentiality at all levels.
· Willingness to learn and adapt to new systems.
	


