
PERSON SPECIFICATION

Finance Officer

	CATEGORY 
	ESSENTIAL
	DESIRABLE

	Education and Training 
	· GCSEs at Grade 4/C or above (including English & Maths)
	· AAT Level 3/4 or equivalent financial qualification.


	Experience
	· Proven operational finance/accounting experience within a school setting
· Experience processing invoices, purchase orders, and bank reconciliations
· Experience handling payroll input, timesheets, and expense claims

	· Experience with 16–19 Bursary administration

	Knowledge
	· Proficiency in MS Office (especially Excel)
· Knowledge of basic accounting standards and double-entry principles
· Understanding of financial data privacy
· Knowledge of the Academy Trust Handbook (ATH)

	· Familiarity with school management software

	Skills
	· High level of accuracy and attention to detail.
· Strong communication skills for handling vendor, staff, and parent queries
· Ability to manage competing priorities and meet strict payroll deadlines
· Ability to analyse budget variances and present financial summaries clearly

	

	Disposition
	· Absolute discretion and commitment to confidentiality
· Collaborative, adaptable team player
· Full commitment to safeguarding and child welfare
· Ability to work calmly under pressure in a busy environment
· Patient approach when supporting staff & students
· Committed and enthusiastic
· Enjoys working in a team
· Excellent initiative skills
· Co-operative and flexible
· Sense of humour

	



[bookmark: _heading=h.evtx1cu6rj68]
Reviewed 
September 2026
