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PERSON SPECIFICATION – Responsible Finance Officer

	 Attribute 
	Description 
	Essential 
	Desirable 

	Education
	· To hold a professional accountancy qualification (eg; CiLCA, FiLCA, AAT, ACCA, CIMA, CIPFA). 

	

X
	




	
Knowledge / Experience

	
· Proven local authority sector experience in financial administration

· Experienced in VAT accounting and claims

· Experienced in Year end and audits. 

· Experience in Scribe Accounting package or similar

· To have experience of producing statutory returns including year-end and 
audit.

· To be proficient in standard office information technology (IT) packages 

· To possess excellent communication skills both written and oral

· Willingness to continue professional development.
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Experience 
	
· To have the ability to create and manage own workload in the light of competing and changing priorities and organisational challenges.

· To be a flexible team player with good interpersonal skills who can motivate and promote high levels of commitment and achieve results through others including external partners.

· To have excellent analytical, organisational and numeracy skills.

· To possess excellent communication skills both written and oral.
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X


X



	




	Personal Qualities
	· Ability to maintain confidentiality. 

· To have the ability to deal with a wide range of people with sensitivity, tact and diplomacy.

· To have the ability to generate ideas and consider strategic issues.

· To have a flexibility of approach and be open to innovative and creative ways of working.

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


· 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 have a commitment to equal opportunities, diversity and community engagement.
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	Other Requirements 
	· Availability to attend evening meetings. 

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