GREENFIELD COMMUNITY COLLEGE

A Specialist Arts & Science School

[image: image1.jpg]



PERSON SPECIFICATION – Finance Officer (N9250)
	
	Evidence from

	TRAINING AND QUALIFICATIONS
	ESSENTIAL
	DESIRABLE
	Application
	Interview
	References

	5 GCSE’s (A* - C) including English and Maths 
	√
	
	√
	√
	

	Financial qualifications NVQ Level 3 in Business Administration or relevant equivalent qualification
	√
	
	√
	√
	

	AAT qualification
	
	√
	√
	√
	

	
	
	
	
	
	

	EXPERIENCE
	
	
	
	
	

	Experience of financial procedures including purchase ledger and income 
	√
	
	√
	√
	√

	Experience of reconciliation of accounts and petty cash
	√
	
	√
	√
	√

	Experience of working in a school environment
	
	√
	√
	√
	√

	
	
	
	
	
	

	SKILLS/ KNOWLEDGE
	
	
	
	
	

	Able to analyse, interpret and apply financial information and regulations
	√
	
	√
	√
	√

	Knowledge of schools Financial Management System (FMS)
	
	√
	√
	√
	√

	Knowledge of computerised accounting
	√
	
	√
	√
	√

	IT skills including the use of Microsoft office applications including excel and word
	√
	
	√
	√
	√

	Ability to plan, prioritise work load and work to deadlines
	√
	
	√
	√
	√

	Excellent communication skills both orally and written
	√
	
	√
	√
	√

	
	
	
	
	
	


PERSONAL QUALITIES
	Strong Organisational Skills
	√
	
	√
	√
	√

	Able to work independently
	√
	
	√
	√
	√

	Able to work as part of a team
	√
	
	√
	√
	√

	Access to a car or means of mobility support (if driving must have a current valid driving licence and appropriate insurance)
	√
	
	√
	√
	√


December 2015
