Person Specification
This person specification will be used in shortlisting and interviewing to select the best candidate. Each applicant should therefore address the person specification in their written application and where appropriate, give examples of how the criteria have been met.
	
	Essential
	Desirable
	Method of Assessment

	Experience

	Experience of preparing balance sheet reconciliations and maintaining financial controls
	
	
	Interview

	Experience of month-end and year-end accounting processes
	
	
	Interview

	Experience of supervising or managing staff
	
	
	Interview

	Experience of using computerised finance systems
	
	
	Interview

	Administrative experience in an educational environment
	
	
	Interview

	Skills and Knowledge

	Proficiency in working with standard office applications such as MS Word, Excel and Outlook
	
	
	Interview,

	Experienced Excel user (e.g. pivot tables, VLOOK UP.)
	
	
	Interview

	Experienced user of Access Software
	
	
	Interview

	Excellent organisational and administrative skills 
	
	
	Interview

	Ability to prioritise and multitask
	
	
	Interview

	Ability to manage own workload
	
	
	Interview

	Ability to meet deadlines
	
	
	Interview

	The ability to recognise and appreciate the confidential nature of some work undertaken
	
	
	Interview

	Excellent attention to detail
	
	
	Interview

	High level of literacy/communication skills
	
	
	Interview

	Evidence of commitment to Continuous Professional Development 
	
	
	Interview

	Qualifications

	Relevant accountancy qualification (or willing to work towards). 
	
	
	Interview

	Educated to degree level or equivalent, or substantial relevant experience that demonstrates a high order of literacy, numeracy and analytical skills.
	
	
	Application, Interview

	Attitude and Impact

	Positive and Enthusiastic
	
	
	Interview

	Flexibility and a readiness to undertake a wide range of tasks 
	
	
	Interview

	Smart in appearance and manner
	
	
	Interview

	Ability to work outside normal office hours on occasions
	
	
	Interview

	A willingness to show flexibility in working arrangements in terms of duties and working patterns to meet emergencies and changes circumstances
	
	
	Interview

	Committed to Equality and Diversity
	
	
	Interview

	Personal

	Enhanced DBS Clearance *
	
	
	Pre-employment check

	Ability to meet the requirements of the Asylum and Immigration Act (to be legally employed to work in the UK)
	
	
	Interview

	* this will follow an initial offer of employment
	





