Ruislip Gardens Primary School                                                          Person Specification

FINANCE OFFICER - PERSON SPECIFICATION

EXPERIENCE

Essential

· Previous experience of working with budgets
· Previous experience working in a financial capacity
Desirable

· Experience of working within the school environment

· Experience of using finance software packages

· Experience of working within the financial sector

· Experience of SIMS (School Information and Management System)

· Experience of working with spreadsheets (e.g Microsoft Excel)

QUALIFICATIONS

Essential

· Maths GCSE Grade C or above (or equivalent)

· English GCSE Grade C or above (or equivalent)

· Evidence of some training in accountancy or finance

Desirable

· Relevant qualifications to finance

· Evidence of further training in finance, accountancy and/or ICT

APTITUDE AND ABILITIES

Essential

· Ability to work as part of a team

· High levels of organisation

· Good accounting skills

· Good record-keeping

· Good communication skills with both adults and children including a good telephone manner

· Understanding of and commitment to equality of opportunity

· Understanding and practice of Confidentiality

Desirable

· Good ICT skills

· Ability to manage time effectively and prioritise tasks

· Flexibility

PERSONAL QUALITIES 

Essential

· Ability to get on well with staff, children and the public.
· Good interpersonal skills at all levels.
· Ability to demonstrate a flexible and adaptable approach to work
· Willingness to take on a range of tasks and utilise a range of skills
· Ability to be a good ‘team worker’, including working co-operatively with other staff
Desirable

· A sense of humour

· Well developed mental arithmetic skills

