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Candidate Specification
	
	 Finance Admin and Data Protection Officer Monitoring/Reporting Role

	Essential/Desirable
	How identified

	Qualifications 
	Minimum of grade C/level 4 in GCSE Mathematics and English Language or equivalent.
	E
	A/I/Q

	
	NVQ Level 3 or better equivalent relevant qualification or AAT financial qualification.
	E
	A/I

	
	Excellent literacy and numeracy skills
	E
	A/I

	
	Willingness and ability to obtain and/or enhance qualifications and training for development in the post.
	E
	A/I

	Experience 
	Experience of using IT systems including Microsoft office, and management information systems within a data analysis/reporting context to include Word and Excel.
	E
	A/I

	
	Good working knowledge of  FMS
	D
	A/I

	
	Experience of managing finance in a school environment.

	D
	A/I/R

	
	Experience and working knowledge of data protection procedures.
	D
	A/I/R

	
	Experience of budgeting and associated financial processes.
	E
	A/I/R


	Skills and Abilities 
	Excellent organisational skills, attention to detail and a practical approach to problem solving.
	E
	A/I

	
	Ability to establish and work to agreed priorities and meet deadlines.
	E
	A/I

	
	Ability to communicate with people at all levels and to individuals and groups.
	E
	A/I

	
	Ability to give and receive clear instructions both written and oral.
	E
	A/I

	
	Understanding and ability to carry out school financial duties.
	E
	A/I

	Knowledge 
	Working knowledge of school financial procedures.
	D

	A/I

	
	Working knowledge of general Data Protection legislation and institutional compliance requirements
	E
	A/I

	Work Circumstances
	Positive, open, and flexible approach. Methodical with attention to detail with excellent communication and time management skills.
	E
	A/I

	
	Ability to work occasional flexible hours to attend relevant meetings which could be after hours.
	E
	I

	
	A commitment to safeguarding and promoting the welfare of children and young people
	E
	A/I
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