	Qualifications 
	Essential 
	Desirable

	GSCE Mathematics and English grade C or above
	
	

	Payroll or Accounting technician qualification
	
	

	
	
	

	Experience
	
	

	2 years finance or payroll processing experience 
	
	

	                                                                         gained working in the education sector
	
	

	Pension administration including auto-enrolment
	
	

	Reconciliation experience
	
	

	Use of computerised accounting Systems including G/ledger, payroll, budget management
	

	

	TES Edupay and BPS software
	
	

	Knowledge, Skills  and  Abilities 
	
	

	
	
	

	Ability to communicate effectively both orally and in writing to a variety of audiences 
	
	

	Ability to recognise confidential information and treat it appropriately
	
	

	Attention to detail and accuracy
	
	

	Ability to work constructively as  part of a team 
	
	

	Ability to work under pressure and in a situation where there are frequent interruptions
	
	

	Ability to work on own initiative and prioritise workloads to meet specified deadlines 
	
	

	Good analytical and problem-solving skills
	
	

	
	
	

	Good Excel skills –ability to use formulas and common functions
	
	

	Good working knowledge of  Microsoft Word  
	
	

	Ability to work with a variety of Management Information systems
	
	

	
	
	

	Knowledge of Taxation (PAYE/NI)
	
	

	Knowledge of Pension schemes 
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