PERSONNEL SPECIFICATION

FINANCE OFFICER

	Attributes
	Essential
	Desirable

	Qualifications
	5 GCSE passes or equivalent including Maths and English
NVQ Level 3 in Business/Finance or equivalent. 

	AAT Level 2/3
NVQ level 4 Business/Finance

	Experience
	2 years recent experience in a Finance department
	Experience of working in a fast pace finance function, with high volume transactions

	Special Knowledge / Skills
	Experience of a computerised accounts  system.
Experience of working with Microsoft applications including Excel, Word & Outlook.

	Experience of Quick Books software.
Understanding the nature of Voluntary and Community Organisations.

Knowledge around Direct Payment Schemes.
Knowledge of Payroll systems

	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
	


