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Person Specification - Finance Assistant
	Essential Criteria
	How identified
	Desirable criteria
	How identified

	Skills

· Previous experience of working within a financial setting.
· Exhibit good communication and listening skills

· Be able to work as part of a busy team, exhibiting a flexible ‘can do’ attitude

· To be able to use a variety of ICT packages, Excel in particular and be willing to undertake any necessary training 
· High level of accuracy and an attention to detail
· Ability to manage and prioritise a busy work load

	Application form and interview

Application form and interview
Application form and interview
Application form and interview 
Application form, interview and test
Application form, interview and test
	Skills

· AAT, ACCA or other financial qualifications

· Driving license
	Application form, test and interview


	Knowledge, Experience and Understanding
· To have an understanding of the relevance of GDPR Data Protection
· Respect and maintain confidentiality and sensitivity
· Knowledge and understanding of school safeguarding procedures 
· Willingness to undertake a variety of administration tasks
	Application form and interview

Application form and interview

Application form and interview
Application form and interview
	Knowledge, Experience and Understanding

· Knowledge of SIMS and financial management systems
· Previous experience with payment software such as ParentPay or ParentMail
	Application and interview


[image: image1.jpg]