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	Ellison Boulters Church of England Academy




	JOB TITLE:    Finance Assistant



	JOB REQUIREMENTS
	ESSENTIAL
	DESIRABLE



	Personal Qualities
	· Caring, considerate and a positive person 

· Team player

· Shows integrity, confidentiality and discretion
· Demonstrates effective communication skills and is a good listener

· Professional approach to work but maintains sense of humour
· Has maintained positive relationships with children, staff, parents and governors

· Committed to full and active involvement in the life of the school


	· Ambitious with clear career goals and aspirations? 
· Interested in developing skills

	Skills
	· Has proven record of ability to establish good professional working relationships

· Organised and systematic
· Clear thinker
· Ability to work in a team
· Computer literate, including knowledge of all Microsoft software packages, especially excel

	· Knowledge of the XERO finance package

· Accountancy knowledge

	Qualifications
	· GCSE’s, including in English and Maths

	· Accountancy Qualification 

	Experience
	· Experience of working in finance role in an office
	· 6-12 months’ experience of working in a similar role

· Experience of working in a primary school environment
· environment




