[image: image1.jpg]SHM{






Dormers Wells High School
Person Specification
Post Held: Finance Assistant
Salary Scale: Scale 4: Term Time Plus one week
	
	Essential
	Desirable
	How Selected from

A = Application Form

B = Reference

C = Interview

	Qualifications 


	GCSE or equivalent including English and maths
	
	A 

C

	Experience
	Experience of working in a finance role.
Managing multiple priorities

Experience of operating a financial management system.
	Working knowledge of finance in education


	A
B
C

	Staff Development
	Ability to self-evaluate learning needs and actively seek learning opportunities
	
	A 

B

C

	Physical and Personal
	Excellent communication skills at all levels

Excellent self-management skills and proven ability to meet deadlines and targets

Commitment to safeguarding and promoting the welfare of children and young people

Meticulous attention to detail
	Excellent networking and liaison skills

Project management skills
	A

B

C

	Special knowledge, skills and abilities
	Very good ICT skills, including Microsoft Excel and Microsoft Word.
Ability to work constructively as a team, understanding school roles and responsibilities, and the post holder’s position within those

Ability to investigate a problem or situation beyond routine questioning

Ability to manage own workload and work on own initiative to meet deadlines

Ability to produce and record clear, concise and accurate information


	Experience in school systems (HCSS and SIMS)

Experience in producing analytical documentation and reports

Experience in producing finance  reconciliation reports
	A

B

C


TO WHOM RESPONSIBLE:  Senior Finance Officer
Please note that appointment is subject to an enhanced disclosure from the DBS.
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