[image: image1.wmf]PERSON SPECIFICATION

Finance Assistant
Listed below are details of the personal and professional qualities we are looking for and how we will be assessing/measuring them.  Please read this page carefully and ensure that you fulfil these criteria prior to making your application, as anyone not able to meet the essential requirements will jeopardise their chances of an interview.

E = ESSENTIAL

D = DESIRABLE

	CRITERIA
	STANDARD
	Essential
	Desirable
	ASSESSED BY



	Qualifications 

	· Educated to a minimum of Level 3 or Equivalent with Maths and English Essential

· Working towards the completion of a Financial Accounting Qualification (e.g. AAT)
· Fire Marshall Certificate

· First Aid Certificate
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In house Training provided

	Experience/ knowledge

	· A minimum of 4 years working in an accountancy role 
· Experience of and ability to meet all aspects of the job description

· Experience of SAGE 200 Accounting System/PRS and Spindle Capture software or equivalent
· Experience of using a range of computer packages including word, excel, databases, email and internet to an advanced level.
· Ability to organise and prioritise workloads
· To be able to produce and use databases and spreadsheets including formulas to an advanced level
· Ability to work on own initiative and as a part of a team

· Demonstrate an ability to be discrete and maintaining confidentiality
	E
E

E

E

E

E

E


	D

	Application Form/Interview
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Application Form/Interview

Application Form/Interview
Application Form/Interview
Application Form/Interview

	Skills and Qualities

	· Positive attitude and professional approach.
· Excellent communication and interpersonal skills and a willingness to help at all levels
· To deal with situations arising in College in a calm and professional manner and to be proactive in problem solving

· Commitment to the Ethos of the College.
· Good communication and presentation skills, both written and oral.
· Excellent organisational and planning skills.
· Ability to work under pressure and meet deadlines.
· Commitment to observing the Colleges Equal Opportunities Policy at all times.
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	Application Form/Interview

	Personal

	· Acceptable professional appearance

· Full Disclosure clearance by Disclosure & Barring Services

· Medical clearance.

· NB – Both of the above would be following an initial offer of appointment.

· Excellent attendance and punctuality record
	E

E
E
E
	
	Application Form/Interview

Application Form/Interview




Bolton Sixth Form College is committed to safeguarding children and promoting the welfare of children, young people and vulnerable adults and expects all members of staff and volunteers to share this commitment.









