Person Specification

When you are telling us about your experience, please refer to the items in this person specification in detail – we will be scoring you against these attributes in order to decide whether to shortlist you.

We would like you to give brief examples of your experience under each heading so that we can understand what you have done before. You may also have had a range of experience outside your working life, such as family responsibilities, volunteering or community involvement. Please feel free to use these as examples. 
Post Title:
Finance Officer 

Job Aim  : 
To ensure that the financial affairs of the charity are well managed and that financial management information is up to date, accurate and clear. 
Essential skills and experience:

1) Proven ability to operate Sage 50 Accounts (preferably, C version) package.
2) Excellent system and communication skills to include Excel to an intermediate level.

3) Extensive experience in the use of MS Windows and packages 
4) A minimum of 24 months experience of working as a book-keeper in accounts.
5) Good organisational and time-keeping skills and the ability to cope with a demanding workload, taking responsibility for producing work to deadlines 

6) Discretion and integrity and attention to detail.

7) Good people skills and a good sympathetic manner; self-confidence and diplomacy in dealing with a diverse range of people and building up and maintaining relationships. Flexibility and ability to operate effectively in a multicultural environment.
8) The ability to stay calm and positive when under pressure.
Desirable skills and experience:

9) Advanced ICT skills such as the use of databases.

10) Interest in and experience of international students and/or volunteering
