
The Person Specification is an important part of the recruitment process.  It should be read carefully as it will form the basis of shortlisting and ultimately, appointing the successful applicant.  You must demonstrate therefore how you meet each of the following criteria in your application.
	Criteria
	Essential
	Desirable
	To be measured by

	Training 

	GCSE in English and Maths A-C. 

	Financial qualifications e.g. ACA, ACCA, CIMA, CIPFA
First Aid qualification
	Application Form

	Experience
	Experience of undertaking a wide range of office based administration and clerical tasks
Experience of working with a range of external and internal partners
Experience of maintaining records and preparing written reports. 
Ability to work as part of a team 
	Experience of working in a school environment
Experience of using SIMs
Experience of using FMS

Knowledge of financial practice and standards
	Application Form/Interview


	Understanding, Knowledge and Skills (General)
	Effective use of ICT 
Excellent literacy, numeracy and communication skills
Outstanding organisational and time management skills; the ability and professional confidence to prioritise, work independently and meet deadlines
Ability to form effective staff/pupil relationships
Able to work under pressure and able to take personal accountability for delivery of goals
Willingness to take a full role in the life of the school
Ability to respect confidentiality
Display commitment to the protection and safeguarding of children and young people
Flexible and adaptable with the ability to respond positively to changing priorities and the wider need of the school
	
	Application Form/Interview





