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Person Specification – Finance Officer



	Attributes
	Essential
	Preferred

	Education/Qualifications
	Educated to GCSE level or equivalent

Good standard of numeracy and literacy
	  Accounting qualification

	Experience
	Experience of working in a finance environment including:
· Orders, invoices & payments
· Credit control
· VAT

Experience of using finance/accounting software

Good IT skills including Microsoft Office 

	Experience of working in an educational setting

Experience with school management information and finance systems

Experience of processing payroll


	Skills/Knowledge/ Aptitude
	Excellent organisational and time management skills

Strong written and verbal communication skills

Ability to manage sensitive and confidential information

High level of accuracy and attention to detail

Ability to work independently and collaboratively

Ability to prioritise workload and meet deadlines

	  


	Attitude
	Willingness to undertake training and any additional work to be an integral part of the school community

A drive to continually develop and  improve processes and procedures to ensure efficiency, excellent financial controls and future-proofing
	

	Physical
	Ability to undertake all physical aspects of the post
	

	Other
	Must demonstrate the ability to speak fluent English at a level appropriate to be able to carry out the duties of the post.
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