Fawkham CE Primary School

Person Specification – Finance/Data Officer
	
	                                           Essential Criteria

	Qualifications  
	· Either nationally recognised or in house qualifications for finance or experience of using in house finance software packages



	Experience
	· Experience of working in a finance role



	Desirable 
	· Experience of working in a finance role within a school



	Skills and Abilities
	· Literacy and numeracy skills

· Ability to communicate a range of financial information both verbally and in writing with the senior leadership team and other staff.

· Computer literacy – ability to produce a range of documents and reports, including non-standard reports using Windows XP, Excel spreadsheets and database functions

· Keyboard skills applied with precision and speed

· Have previous experience within financial regulations

· Ability to investigate complex queries and anomalies when required

· Ability to prioritise own workloads and work to deadlines is essential

· Ability to take a proactive approach to tracking action points from meetings and correspondence, in liaison with the headteacher

· Ability to monitor and process accurate financial records

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

· Interpersonal, organisational and administrative skills



	Knowledge
	· Demonstrate a basic understanding of the work of a school

· Requires knowledge of accounting and financial procedures sufficient to be able to maintain and manage accounts, produce financial reports, advise on variances

· Knowledge of a range of IT systems

· Knowledge of computerised and manual filing systems

· Awareness of Data Protection and confidentiality issues

· Have an awareness of and work within national legislation and school policies and procedures relating to Health and Safety



	General
	· Demonstrate a desire to work highly effectively as a member of a small close knit staff group

· Have a sense of humour

· Be flexible – no two days in school are ever te same

· Demonstrate a commitment to treating all people fairly
· Understand what is meant by safeguarding and the different way in which children can be harmed
· Understand and comply with children protection procedures
· Understand and comply with procedures and legislation relating to confidentiality
· Demonstrate commitment to and evidence of Continuing Professional Development
· A willingness to be trained as a first aider



