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PERSONNEL SPECIFICATION

ADMIN/FINANCE ASSITANT

	Attributes
	Essential
	Desirable

	Qualifications
	A good level of education to GCSE standard.
	5 GCSE passes or equivalent including Maths and English

	Experience
	Office administration experience, 

Including filing and scanning documents
	Experience in a Finance/Accounts office environment.

	Special Knowledge / Skills
	Experience of working with Microsoft applications including Excel, Word & Outlook and Adobe Acrobat

	Understanding the nature of Voluntary and Community Organisations.

Knowledge of Direct Payments scheme. 

Understanding GDPR

	Personal Circumstances
	Able to work occasional additional hours, especially at year end
	

	Physical Requirements
	None specific
	

	Attitudes and Dispositions

	Consistent hard worker

Able to work to various strict deadlines

Capable of neat and well-organised work

Diplomatic manner

Good communicator

Team player

Committed to equal opportunities
	


