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St Matthew’s High Brooms CofE 
Primary School

 Finance Assistant
Person Specification
Alongside the job description for this role, this person specification will be used in the appointment criteria:

	Qualifications

	Essential:
Desirable:

· Level 2 Diploma (or equivalent)



	Experience:

	Essential:
· General experience of working in a finance role 

Desirable:

· Experience of working within an education background



	Knowledge:

	Essential:

· Knowledge of a range of financial procedures, including order and invoice processing, bank reconciliations, financial reports and account monitoring 

Desirable:

· Requires knowledge and procedures for a range of administration activities including knowledge of various IT packages

· Awareness of the School’s Record Retention Policy and freedom of information protocols or an awareness of the requirement for this policy and protocol



	Skills:

	Essential:

· Literacy and numeracy skills

· Ability to process and maintain financial records
· Ability to organise and prioritise workload to achieve deadlines 
· Ability to communicate basic financial information to teachers, other staff and external suppliers
· Ability to receive and assess information over telephone or in person and refer to the appropriate person or source of information

Desirable:

· Keyboard skills, applied with precision

· Computer literacy – ability to produce a range of accurate documents and standardised reports using Windows WP package and basic spreadsheet and database functions 

· Ability to investigate queries and anomalies when required

· Ability to operate computerised and manual filing systems and to make improvements where necessary

· Commitment to equalities and the promotion of diversity in all aspects of working




	Personal Qualities:

	Essential:

· A sense of humour and fun
· Flexible and calm

· Ability to see opportunities where others might see barriers

· An effective communicator with pupils, parents and the wider community and colleagues

· Good organisational skills

· Reliability in fulfilling commitments

· Professional confidence

· Ability to work independently

· Ability to accept responsibility for planning and sustaining his/her own professional development

· Enthusiastic and keep to participate fully in the life of the school community including contributing to out of hours activities

Desirable:

· Bring new interests, skills or gifts about which you are passionate and wish to use in school
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