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Person Specification

Finance Assistant




	Qualifications & Training

	· Essential: A good general level of education, including a minimum of GCSE English and Mathematics (Grades 9–4 / A–C)* or equivalent.

	
Knowledge & Experience


		Criteria
	Essential
	Desirable

	Financial Admin
	Prior experience in an administrative or finance role
	Experience in handling orders, purchase invoices and petty cash.

	Experience
	Experience working in a busy office environment.
	Prior experience working within a school, college, or local authority finance department.

	Software Systems
	Proficiency with Microsoft Office
	Experience using specialist school management software (e.g., SIMS FMS, 

	Regulations
	A clear understanding of data confidentiality and data protection laws (GDPR).
	

	
	
	


 Skills & Abilities

	· Essential: Excellent numeracy skills with a strong, demonstrable attention to detail and accuracy.

	· Essential: Strong organisational and time-management skills, with the ability to prioritise tasks, work under pressure, and meet strict monthly deadlines. [

	· Essential: Effective verbal and written communication skills to liaise with diverse stakeholders, including vendors, school governors, local authorities, and staff members. 

	· Essential: Ability to act on own initiative, problem-solve discrepancies, and work collaboratively as a team player. 

	
Personal Attributes & Values

	· Essential: Absolute personal integrity and professionalism when handling sensitive financial and payroll data.

	· Essential: A calm, approachable, and patient demeanour when handling unexpected situations or queries from staff and students.

	· Essential: Commitment to safeguarding and child protection 

	· protocols; a satisfactory Enhanced DBS (Disclosure and Barring Service) check is mandatory for this role.
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