Person Specification

Finance and Administration Officer 


	Job title: 

	Finance and Administration Officer


	
	Ealing GLPC Grade:
	Scale 7

	School:
	John Chilton School
	
	Post No:
	

	Line manager:
	School Business Manager

	Supervisory responsibility:
	Supervise training and develop other school administrative and clerical staff as necessary

	Hours:
	35 Hours per week


This form lists the essential requirements needed in order to do the job.  Applicants will be short-listed solely on them meeting these requirements.

Essential Requirements

Education and Experience

a) GCSE or equivalent qualifications in English and Maths 

b) Proven experience of finance in a school or similar setting and/or relevant qualification 

c) Experience of managing multiple priorities.

d) Proficient in using FMS or similar financial management systems to process transactions, maintain accurate records, and support effective financial reporting
e) Proficient in Microsoft Office applications, including Word, Excel, Outlook, and PowerPoint, to support efficient and accurate administrative work

Knowledge, Skills and Abilities 

f) Strong organisational, financial, interpersonal and communication skills.

g) Ability to use own initiative to identify issues, problem solve and implement solutions.

h) Ability to interpret information and data.

i) Ability to work quickly and efficiently with minimum supervision.

j) Ability to perform efficiently whilst under pressure.

k) Ability to relate well to children and adults.

l) Ability to work constructively as a team, understanding school roles and responsibilities and the post holder’s position within these.

m) Ability to self-evaluate learning needs and actively seek learning opportunities 
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