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PERSON SPECIFICATION

Finance Officer
	Attributes
	Essential
	Desirable

	Qualifications and training
	· GCSE or Equivalent in English and Maths                                                      
	· NVQ Level 4 in business 
· Accounting Qualification

	Experience
	· Previous experience in a finance role
· Experience of preparing monthly reconciliations
· Experience of year end processes including preparation of the trial balance and information for external audit and annual accounts
· Understanding of the need for segregation of duties within finance roles
	· Experience of handling competing demands and meeting targets 
· Working in a school or similar environment

	Skills and knowledge
	· Understanding of budgets and finance systems
· Effective communication and interpersonal skills
· Ability to build effective working relationships
· Ability to work methodically, managing  a challenging workload, prioritising to meet deadlines
	· Advanced Excel skills
· Sound knowledge of school Finance Management Systems such as Access/FMS



	Personal qualities
	· A commitment to getting the best outcomes for all staff and promoting the ethos and values of the school
· Ability to work under pressure and prioritise effectively
· Commitment to maintain confidentiality at all times
· Commitment to safeguarding and equality, ensuring that personal beliefs are not expressed in ways that exploit the position
	· [bookmark: _heading=h.gjdgxs]Willing to undertake training and continuous professional development in connection with the post





image1.jpg
Queen
Elizabeth
School

Ambition © Integrity ¢ Determination * Kindness




