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PERSON SPECIFICATION

	JOB TITLE
	TEMPORARY PART-TIME FINANCE ASSISTANT

	GRADE
	Grade E - £17,391 to £18,672 pa pro rata to weeks and hours worked – range is £8,015 to £8,605.  Required as soon as possible until 30 June 2019.

	HOURS
	20 hours per week, some flexibility with hours & days worked but must include a Thursday, term time only plus TTD. 
Full day’s working pattern is 8.30 am to 4.30 pm (with half an hour unpaid break)


	ATTRIBUTES
	JOB REQUIREMENTS
	Measurement

	Knowledge Of:
	· Computerised packages, e.g. Microsoft Word, Excel, SIMS

· Filing systems

· Financial procedures and an understanding of a computerised accounting package
	A, I

A, I

A,I, R

	Skills and Abilities:
	· Effective communication skills in order to liaise and form effective working relationships with colleagues, pupils, visitors and external agencies (in person or by telephone) and to assist in understanding and resolving queries

· Accurate maintenance of various filing systems

· Good numeracy and accountancy skills to undertake tasks such as cash collection and balancing, analysing numerical data and maintaining stock levels, support in the complete order process

· Methodical, accurate, calm and organised approach to work

· Good organisational skills including the ability to organise a workload which will have conflicting internal demands and externally set demands

· Understanding of promoting positive relationships with the wider school community
· Understand and interpret requirements accurately, by effective questioning, listening, clarification and recording of information 

· Use a computer to create word-processed documents, and for data input and retrieval 

· Work in a supportive team environment 

· Prioritise own workload to meet agreed deadlines

· Work without constant direct supervision

· Handle confidential information correctly

· Be flexible and use initiative

· Work accurately and flexibly under time pressure

· Operate office equipment such as fax, photocopier, collating machine
	A, I, R

A, I, 

A, I, 

A, I, R

A, I, R

A, I, R

A, I, R

A, I, R

A, I, R

A, I, R

A, I, R

A, I, R

A, I, R

A, I, R

A, I,

	Experience:
	· Accountancy/financial procedures ideally in a busy education setting

· Providing effective support to managers

· Working in an environment of equal opportunities

· Clerical or admin background
	A, I, R

A, I, R

A, I, R

A, I, R

	Educational/
Qualifications:
	· Numeracy/literacy qualifications

· Evidence of continuous professional development


	A

A

	Special Requirements:
Safeguarding
	· This post is exempt from the provisions of the Rehabilitation of Offenders Act 1974.  A satisfactory disclosure and barring service check will be required prior to appointment.

In addition to candidate’s ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of children including:

· Motivation to work with children and young people;

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people;

· Emotional resilience in working with challenging behaviours; and

· Attitudes to use of authority and maintaining discipline.
	A, I, R
I


A = Application Form, I = Interviews, R = References

Date Reviewed:
November 2018

Responsible to:
Finance Officer
Location:
Kingsbury School

Castle Phoenix Trust is committed to safeguarding, promoting the welfare of children and young people and creating a culture of vigilance and expects all staff and volunteers to share this commitment and vigilance.

