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PERSON SPECIFICATION

Job Title: Finance & Administration Officer

Responsible to: College Business Manager

Qualifications
Essential
· GCSEs (or equivalent) including English and Mathematics at Grade C/4 or above.
· A relevant qualification in Finance, Accounting, Business Administration, or willingness to work towards one.
Desirable
· AAT qualification (Level 3 or above) or equivalent finance qualification.
· Relevant training in financial systems, accounting software, or education‑sector finance.

Experience
Essential
· Experience of working in a finance, administrative, or business support role.
· Experience of processing purchase orders, invoices, and payments.
· Experience of maintaining accurate financial or administrative records.
· Experience of liaising with suppliers and internal stakeholders to resolve queries.
· Experience of working to deadlines and managing multiple tasks accurately.
Desirable
· Experience of working in an education or public‑sector environment.
· Experience of using Bromcom Finance or similar financial management systems.
· Experience of bank reconciliations, journals, accruals, prepayments, or year‑end processes.
· Experience of supporting audits or providing information for external reporting.
· Experience of managing or updating an asset register.



Skills & Knowledge
Essential
· Good working knowledge of financial administration processes.
· Strong numeracy skills with excellent attention to detail and accuracy.
· Ability to maintain confidentiality and handle sensitive financial, staff, and learner information.
· Competence in using IT systems, including spreadsheets, email, and database systems.
· Ability to communicate effectively with staff, suppliers, and external organisations.
· Ability to identify errors or discrepancies and take appropriate action.
· Understanding of the importance of financial controls, compliance, and audit requirements.
Desirable
· Knowledge of GDPR and its application within a finance or administrative context.
· Familiarity with banking procedures, cash handling controls, and fraud prevention measures.
· Knowledge of asset management and equipment security marking.

Personal Attributes
Essential
· Highly organised with the ability to prioritise workload effectively.
· Reliable, conscientious, and able to work independently with minimal supervision.
· Methodical approach to work with strong problem‑solving skills.
· Flexible and willing to support wider College administrative needs, including reception cover when required.
· Professional, courteous, and approachable manner.
Desirable
· Proactive and willing to suggest improvements to systems or processes.
· Confident in adapting to new systems or ways of working.



Safeguarding & Compliance
Essential
· A commitment to safeguarding and promoting the welfare of children and young people.
· Willingness to comply with KITE College safeguarding policies, safer recruitment requirements, and relevant checks.
· Commitment to equality, diversity, and inclusion.

Additional Requirements
· Willingness to undertake training and professional development relevant to the role.
· Ability to work flexibly to meet operational deadlines, including month‑end and year‑end processes.
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