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PERSON SPECIFICATION

The Foundation is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.
POST TITLE:      Finance Assistant
	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	SOURCE

	QUALIFICATIONS/

TRAINING
	· Knowledge of accounting methods through previous experience in a financial or accountancy environment.
· Educated to level 4/5 or grade C or above in numeracy and literacy.
	· AAT Level 2 or above, or equivalent financial qualification.


	Application Form



	RELEVANT EXPERIENCE
	· Experience of working in a finance or administrative role.
· Experience of using finance/accounting software (e.g. Sage, PS Financials, etc.).
· Experience of processing purchase orders, invoices, and payments.
· Experience of reconciliations (bank, petty cash, supplier statements).
	· Experience of working in an educational, charitable, or public sector setting.
· Experience supporting budget holders or financial reporting.
	Application Form

	KNOWLEDGE 

AND SKILLS


	· Good working knowledge of financial processes and procedures.
· Competent in using Microsoft Office, especially Excel.
· Ability to maintain accuracy and attention to detail under pressure
· Good organisational and time management skills.
· Clear and professional communication skills (written and verbal).
· Understanding of the need for confidentiality and data protection.
	· Knowledge of safeguarding policies and procedures.
· Understanding of financial compliance and audit requirements.


	Application Form

Interview

	ANY ADDITIONAL FACTORS


	· Alignment with The Smith Foundation’s values, including its ethos of Quality of Life and Positive Behaviour Support.

· Commitment to playing a part in our key working structure.
· Commitment to safeguarding and promoting the welfare of children and young people.
	
	Interview

	PERSONAL


	· A flexible and proactive approach to work.

· Commitment to teamwork and collaboration.

· Ability to work independently and take initiative.
· A willingness to undertake training as required.
	
	Application Form

Interview
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