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Finance Assistant 
Person Specification

	
HET have identified the traits below that they feel every employee should have.
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	CRITERIA/STANDARD
	Essential (E) / Desirable (D)
	Measures:
Application form (A), interview (I)

	QUALIFICATIONS
	
	

	GCSE’s 9-4 / A*-C including maths and English
	E
	A

	A finance qualification or experience of working in a finance role, preferably within a school
	E
	A

	EXPERIENCE
	
	

	Experience of working within a finance administrative role
	E
	A/I

	Experience in undertaking varied administrative tasks
	E
	A/I

	Knowledge of schools’ financial systems 
	D
	A/I

	KNOWLEDGE & SKILLS
	
	

	A good working knowledge of financial admin, processing and systems 
	E
	A/I

	Ability to identify work priorities and manage own workload, using initiative to resolve minor issues
	E
	A/I

	Proficient in the use of Microsoft Excel, PowerPoint and Word to a good standard 
	E
	A/I

	Strong communication skills both verbal and written
	E
	A/I

	Ability to build and maintain strong relationships with colleagues and stakeholders in a friendly and approachable manner.
	E
	I

	Ability to work well in a team 
	E
	I

	A proven ability to plan, prioritise and organise own work effectively in a busy environment
	E
	I

	Ability to work proactively and flexibly, adapting to multiple and changing priorities
	E
	A/I

	Professional approach to work with the ability to act with diplomacy and discretion in sensitive situations
	E
	A/I

	An eye for detail and a thorough approach to work
	E
	A/I

	Eager to learn and complete professional development
	E
	A/I

	Good time management and organisational skills
	E
	A/I



2

image1.png




image2.png
e 0 | ,\

S
\/ / ’/’(\\\) *\‘\ | /,7

450

ALALZ (L ‘\% \% \%





image10.png




image20.png
e 0 | ,\

S
\/ / ’/’(\\\) *\‘\ | /,7

450

ALALZ (L ‘\% \% \%





image3.tmp
passion for education professional integrity
team player enthusiasm  a belief in the trust

approachable  drive to succeed compassion personality professional friend

courtesy and care passion  emotional intelligence >
child focused | ¥ o professiona“smg problem solving 5 *

cC c _g, 3
. - — .— H * —
work ethic = 0 S trustworthy honesty E skllled” E o 5
-‘% i [0) . precision .2 o
listening skills .2 #2 = O  empathy expertlse s 3]
5 o E c % kindness professiona| Q-‘et'l‘gaging
B integrity £ 0=  openess ¢ understanding Tlexibility
-CE? o & 8 respectfulness S Dersonable 9 trustworthiness
c (SIS com assion;c':e P knowledgable
responsibility _8 care P approachability
—_




