Elthorne Park High School
Finance Assistant (dual site)
Person Specification

Essential Requirements

Education/Qualifications

· Educated with Maths and English at Grades A*-C or equivalent

Experience

· 1 years’ experience of working in finance, ideally in a school, within the last 5 years.

· Desirable 1 year’s experience of working in a school or educational environment

Skills/Knowledge

· Excellent organisational skills

· Excellent interpersonal and communication skills.

· Ability to present information in a logical, clear and concise format and to communicate this effectively to colleagues, both verbally and in writing

· Ability to work collaboratively with a range of colleagues

· Ability to work with autonomy within set boundaries

· Desirable knowledge of SIMS/FMS software or other accounting software
· Ability to identify priorities quickly and accurately and to ensure that deadlines are met.

· High level of IT skills with experience of MS Office and finance programs

· Willingness to undertake further training/ development opportunities

· Willingness to be flexible

· To promote and safeguard the welfare of children and young people within the school.
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