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PERSON SPECIFICATION:  Assistant Finance Manager 
This person specification will be used in shortlisting and interviewing to select the best candidate.  Each applicant should, therefore, address the person specification in his/her written application and where appropriate you should give examples of how you meet the criteria.
	
	Essential
	Desirable
	Method of Assessment

	Qualifications/Experience 

	
	
	

	Professional Accountancy Qualification – ACCA, ACMA, or ICAEW
	
	X
	Application

	Part Qualified Professional Qualification or AAT
	X
	
	Application

	Three years’ experience working in a similar role
	X
	
	Application, Interview

	Skills and Knowledge


	
	
	

	A good understanding of financial management, budget monitoring, and procurement.
	X
	
	Application, Interview

	Management of Fixed Assets, Nominal ledger, accruals and prepayments 
	X
	
	Application, Interview

	Ability to work under pressure and meet tight deadlines
	X
	
	Application, Interview

	Good technical skills – book-keeping, GAAP and the ability to assist in the preparation of Financial Statements
	X
	
	Application, Interview

	Experience of working with external bodies, internal auditors, external auditors, bankers, funding bodies, insurance brokers, payroll bureau.
	X
	
	Application, Interview

	Experience of supervising staff
	
	X
	Application, Interview

	Willingness to cover all aspects of Finance and Payroll to ensure deadlines are met
	X
	
	Interview

	Willingness to develop accounting systems
	X
	
	Interview

	Strong and effective IT Skills including, Excel, Word, and Sage accounting systems
	X
	
	Application,

Interview

	Experience of Payroll procedures.
	
	X
	Interview

	Flexibility and Teamwork


	
	
	

	Team player with an ability to maintain effective working relationships with a wide range of stakeholders
	X
	
	Application, Interview

	Willingness to work flexibly for the needs of the College, whilst maintaining an eye to key deadlines.  
	X
	
	Application, interview

	Interpersonal Skills and Communication
	
	
	

	Ability to communicate effectively and verbally in writing
	X
	
	Application, Interview

	Sensitivity to situations and ability to adapt to patterns of behaviour to suit different  circumstances
	X
	
	Interview


	Resilience and ability to manage stress levels under pressure whilst remaining professionally detached.
	X
	
	Application, Interview

	Mission and Ethos

	
	
	

	Demonstrates commitment to and ability to support Mission and Ethos

	X
	
	Interview

	Integrity and the ability to foster effective relationships 

	X
	
	Interview



