BRISTOL CITY COUNCIL						EMPLOYEE SPECIFICATION 

DEPARTMENT:  Avonmouth CE Primary School & Nursery

DIVISION:

JOB TITLE:   Finance Assistant                        GRADE:   Bristol Grade 6    	   

	
ESSENTIAL (Must have)

	
DESIRABLE (Should have)
	
ADVANTAGEOUS (Could have)

	
Knowledge & Experience

Competency equivalent to NVQ level 2 in Business and Finance. 

Experience in the use of computer systems / keyboard skills.

Working knowledge of word processing and spreadsheet packages.

Working knowledge of mainframe finance and payroll systems.


Abilities & Aptitudes

Able to communicate effectively both verbally and textually to establish effective working relationships with colleagues and customers..

Ability to organise and prioritise work, and to adhere to deadlines and targets.

Able to understand the application of equal opportunities in a public sector environment.


	
Knowledge & Experience

Experience of clerical processes and procedures in a finance based environment. 

Experience of any of the following: creditors, wages, debtors.
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