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Dormers Wells Infants School and Dormers Wells Junior School

Person Specification
Post Held: Finance Assistant 
Salary Scale: Grade 5
	
	Essential
	Desirable
	How Selected from

A = Application Form

B = Reference

C = Interview

	Education & Experience
	A sound educational background is required with at least GCSE or equivalent English and Maths A* to C

Very good numeracy skills

Experience of financial administration.


	
	A

B

	Knowledge, Skills and Abilities
	Good data analysis skills.
Strong attention to detail.

Strong ICT skills, especially Word and Excel 

Experience of finance systems. 

Full working knowledge of relevant policies/codes of practice and awareness of relevant legislation.


	
	A
B
C

	Personal Attributes
	Resilient, flexible and open to change

Able to stay calm under pressure. 

Able to relate well to children and adults
Commitment to safeguarding
Ability to work well as part of a team
Highly motivated to improve self and school
Professional, honest, and loyal
Ability to self-evaluate learning needs and actively seek learning opportunities
Commitment to the aim and ethos of the school and DWLT


	
	A 

B

C


To Whom Responsible:  Finance Manager

Please note that appointment is subject to an enhanced disclosure from the DBS.
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