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PERSON SPECIFICATION – Finance Administrator

	 Attribute 
	Description 
	Essential 
	Desirable 

	
Experience 
	
· Experience of dealing with the public. 

· Experience of working in local government in a financial setting. 

· Experience of keeping financial records and bank reconciliation.
 
· Experience of cash handling.
	
X 






X

X

	


X 







	
Skills 
	
· Possesses a high degree of literacy and numeracy. 

· Possesses excellent organisational skills. 

· To be proficient in standard office information technology (IT) Packages, particularly EXCEL and finance packages, ideally Scribe.
	
X

X



X

	 







	
Knowledge / Qualification 
	· A minimum of 5 GCSEs grade C or above or equivalent, including Maths & English.

· Finance qualification, ie RQF Level 3 Award in Financial Administration or equivalent or qualified by experience (QBE).

· Willingness to continue professional development.

	
X



X


X

	



 





	Personal Qualities
	· Ability to maintain confidentiality. 

· Ability to develop relationships with people at all levels in the organisation

· To have a commitment to equal opportunities, diversity and community engagement.

· To have the ability to work alone and as a member of a team. A flexible and adaptable individual.
 
· Ability to work efficiently and effectively under pressure and on own initiative. 

· To demonstrate a methodical and thorough approach to tasks.
	X


X


X


X


X


X


	

	Other Requirements 
	· Availability to attend evening meetings. 

· Availability to attend meetings elsewhere in the parish as required. 
 
	X 


X 
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