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Person Specification

	Job Title – Finance Assistant
Scale -
Band C, Point 5 - 6 


	

	Attributes


	Essential / Desirable
	Assessment Method



	Appropriate levels of Literacy & Numeracy at grades A-C (or equivalent) qualification in English & Maths
General administration experience

Possess a current driving licence & own transport
Experience of working with Microsoft packages/internet/email
Excellent communication and interpersonal skills

Ability to maintain strict confidentiality

Able to work as part of a team and follow instruction

Ability to absorb and understand a wide range of information.
Flexible approach to work

Ability to maintain accurate records and filing systems.
Good organisational skills and ability to multitask

Finance/accounting experience and/or qualifications.
Working knowledge of payroll/pension provision.
Experience of use of School’s Information Management System (SIMs)
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