Wigan”
Council

Person Specification / Selection Criteria Management,

Finance & Admin

Level 7
A.  Experience
Essaential Desirable Source

A = Application
| = Interviaw
R = References
T =
Task/Observation
F = Presentation

Previous axparience of E ALRT

implermenting and using a

range of software packages

for financialfoffice

adrministration a.qg. word

and excel

Exparience of using Access E AT

or other similar database

programmes

Previous supenasory E A

EXpErIance

Exparence of undertaking E O A

HR basad procedures

Expearience of using (I AR

cormputerised
financialimanagermeant
systerms




B. Training and Qualifications

Eszential

Desirable

Source

MWV lewel & 1in Finance or
Business Administration or
equivalent relevant qualification
or comparable level of relevant
ExpErience

E

A LR

Certificate in Personnal Practice
or equivalent recognisad
gualification

LM or equnalent leval of
SLIPErYISory
experience/gualification

Certificate in School Business
Fanagement
ICSEMfwillingress to work
tonvvards wathin agresed
tirmescala

C.

Knowledge and Understanding

Applicants should be able to demonstrate knowledge and
understanding of the following areas relevant to the post

Ezssential

Desirable

Source

Knowledge of a range of
camplex office proceduras

E

Al

Knowledge of developing and
maintairing adrministrative and
financial procedures

Knowledge of managing and/for
monitonng budgats

Understanding of a range of
administrative andfor financial
procassas

Knowledge of schoal related
office procedures

Knowledge of personneal related
Issues




