	PERSON SPECIFICATION
FINANCE OFFICER



The College is committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment.  Enhanced Disclosure via the DBS  

 will be required in addition to proof of the right to work in the UK
We are looking for a person who is able to bring to the College the following qualities, knowledge and experience:-
	
	ESSENTIAL
	DESIRABLE



	Qualifications
	
	

	
	
	

	· Maths and English GCSE to Grade C or above (or equivalent) 
	(
	

	· Evidence of a commitment to continuing professional development
	(
	

	· Professional Accounting Qualification (e.g. AAT)
	
	(

	
	
	

	Knowledge, Skills and Experience 
	
	

	
	
	

	· Experience of working within a busy finance team
	(
	

	· Experience of using a finance system 
	
	(

	· Experience of working in a school or similar environment 
	
	(

	· Experience of adhering strictly to financial regulations and authorisation limits
	(
	

	· Experience of meeting tight and cyclical deadlines 
	(
	

	· Experience of purchase ledger and sales ledger
	(
	

	· Experience of ensuring correct coding of income and expenditure to the nominal ledger
	(
	

	· Experience of working with senior management 
	
	(

	· Experience of assisting with month and year end processes and procedures
	
	(

	· Experience of VAT
	
	(

	· Experience of dealing with cash and bank accounts
	(
	

	· Experience of ensuring that month end cut off protocols are strictly adhered to 
	(
	

	· Ability to follow and document detailed financial instructions
	(
	

	· Ability to maintain high standards 
	(
	

	· Ability to proficiently use office computer and finance software, including word, excel and internet systems
	(
	

	· Effective administration and organisational skills
	(
	

	· Knowledge of financial regulations and controls
	
	(

	· Experience of Lettings administration
	
	(

	
	
	

	Personal Attributes
	
	

	
	
	

	· Ability to work under pressure and be able to meet deadlines
	(
	

	· Ability to build and form good relationships with staff, governors, pupils, contractors and 3rd Party suppliers
	(
	

	· Ability to think creatively and to prioritise
	(
	

	· Excellent communication skills (including written, oral and presentation skills)
	(
	

	· Excellent interpersonal skills
	
	

	· A commitment to safeguarding and promoting the welfare of children and young people
	(
	

	· Sensitive and ability to uphold confidentiality
	(
	

	
	
	

	Other 
	
	

	· Recognition of the importance of personal responsibility to health and safety
	(
	

	· Commitment to equal opportunities
	(
	

	· Commitment to personal, team and student development
	(
	

	· Commitment to own professional development
	(
	

	
	
	


