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WINDLESHAM HOUSE SCHOOL

PERSON SPECIFICATION
Post:   


Finance Assistant 
Department:   
Bursary
Prepared by:   
Bursar
Date Prepared:  
November 2017
EXPERIENCE

Essential

· Previous experience working in a financial capacity
· Previous experience of working with budgets
· Experience of working with spreadsheets (e.g Microsoft Excel)

Desirable

· Experience of working within the school environment

· Experience of using Sage finance software 

EDUCATION & QUALIFICATIONS

Essential
· A formal accounting qualification e.g AAT, or studying towards such a qualification

· Maths GCSE Grade C or above (or equivalent)

· English GCSE Grade C or above (or equivalent)
· Evidence of some training in accountancy or finance

APTITUDE AND ABILITIES

Essential

· Ability to work as part of a team
· Good ICT skills
· High levels of organisation

· Good record-keeping

· Good communication skills with both adults and children including a good telephone manner

· Understanding of and commitment to equality of opportunity
· Understanding and practice of Confidentiality

· Ability to manage time effectively and prioritise tasks
2

