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PERSONAL SPECIFICATION FOR THE POST OF FINANCE OFFICER
Scale 5 (Point 7 – 12) £19554 - £21589 pro-rata 

Grade 5 pro rata Term time only + 10 days
	Category
	Essential
	Desirable
	Where Identified

	Qualifications
	At least 5 GCSE qualifications (A* - C) including Maths & English

     NVQ Level 3 in Business Admin or   

     equivalent qualification


	     Certificate of School Business

     Management
	Application Form


	Experience
	Experience of working in busy finance office 

Experience of SIMS

     Experience of FMS
Experience of working as part of a team
	Experience of working in an Academy

Experience of training others in an office environment
	Application Form
Supporting letter
      References

	Professional Development
	Recent and relevant training
	    Willingness to undertake further            
    professional development
	Application Form

	Skills/Knowledge
	A professional and well organised approach to work
Excellent communication skills, both verbal and written

A good and knowledgeable understanding of how a school finance office operates

Good ICT skills with experience of Microsoft office

Proven organisational and time management skills

Ability to demonstrate team leadership and team working skills

Ability to take initiative and make changes to established working practices to improve the efficiency and effectiveness of the finance office


	
	Application Form
Supporting letter
References

Interview

	Personal Attributes
	Excellent attendance record
Demonstrate resilience and perseverance
Reliability, commitment and positive enthusiasm
Ability to translate ideas into practice
Ability to work flexibly and respond positively to change

Caring attitude to children, parents and colleagues
Ability to deal confidently and confidentially with sensitive issues

	
	Application Form
Supporting letter
References

Interview
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