FURZE DOWN SCHOOL
A Specialist School for Communication and Interaction
EYFS |PRIMARY| JUNIOR | SENIOR | SIXTH FORM

	Knowledge, Skills and Experience 
	Essential
	Desirable

	Working in a finance or administrative role
	P
	

	Processing transactions, invoices and financial records
	P
	

	Liaising with suppliers and resolving finance queries
	P
	

	Maintaining accurate financial records and using financial systems
	P
	

	Experience within a school or education finance environment
	
	P

	Managing ParentPay or similar income management systems
	
	P

	Undertaking bank reconciliations and producing finance reports
	
	P

	Basic accounting principles and financial processes
	P
	

	'Best value' principles in purchasing
	P
	

	Data protection and confidentiality requirements
	P
	

	Importance of accuracy and audit-ready financial records
	P
	

	Health & Safety expectations in the workplace
	P
	

	Strong numerical and analytical skills
	P
	

	Excellent attention to detail and accuracy
	P
	

	Ability to use financial software (e.g. FMS) and confidently handle data
	P
	

	Proficient IT skills including Microsoft Excel, Word and email systems
	P
	

	Ability to prioritise workload, manage deadlines and work independently
	P
	

	Strong communication skills to deal professionally with parents, staff and suppliers
	P
	

	Ability to maintain strict confidentiality
	P
	

	Ability to follow procedures, apply policies and work methodically
	P
	

	Professional, reliable and trustworthy
	P
	

	Positive attitude and willingness to contribute to the school community
	P
	

	Commitment to inclusion and equality
	P
	

	Flexible and willing to support wider school activities when required
	P
	

	Alignment with organisation's ethos and values
	
	P

	Qualifications
	Essential
	Desirable

	Good general standard of education, including GCSE (or equivalent) in English and Maths
	P
	

	Commitment to Continuing Professional Development (CPD)
	P
	

	Ability to meet requirements for confidentiality, data protection and safeguarding
	P
	

	Relevant finance or accounting qualification (e.g. AAT Level 2/3)
	
	P

	Training in school finance systems (FMS, SIMS, ParentPay)
	
	P

	Knowledge of ISBL Professional Standards
	
	P



