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St Mary’s Catholic School

                                                FINANCE OFFICER
PERSON SPECIFICATION

Qualifications and Experience

	Essential
	Desirable

	· GCSE Grade C or higher in English or equivalent
· GCSE Grade C or higher in Maths or equivalent

· Successful experience of working in a financial role processing a range of accounting or finance transactions

· Experience of operating financial systems with integrity & accuracy

· Experience of producing a variety of financial reports
· Experience of helping others - providing advice and training to others

· Experience of communicating with colleagues, third parties and suppliers 
· Evidence of relevant continuous professional development

	· A relevant degree, professional qualification, or school business manager qualification
· Experience of working in a finance role
· Experience of working in a school, academy or education setting
· Experience of using PS Financials 




Abilities, Knowledge and Skills

	Essential
	Desirable

	· Ability to navigate an accounting system to investigate and resolve issues

· Knowledge of how an effective and robust financial system works 
· Good understanding of the various elements involved in an accounting system e.g. debtors, creditors, bank etc

· Competent and confident in using Microsoft Office

· Ability to work effectively under pressure, managing conflicting priorities and meeting challenging deadlines

· Excellent communication skills, both verbally and in writing, liaising with colleagues in other schools and the Trust, management, suppliers and auditors effectively

· Ability to draw upon inter-personal skills to build effective business partnerships wide a wide variety of people
· Ability to maintain strict confidentiality in all matters

· Creative, able to problem solve and generate suggestions for improvement. Receptive to new ideas
· Willingness to act as a First Aider in school, following the appropriate training
	· Knowledge of Academy/Trust financial rules and regulations




Personal Qualities

	Essential
	Desirable

	· Excellent numerical and verbal skills

· Must be proactive and not reactive

· Commitment to and belief in equality of opportunity for all

· Highest levels of integrity and commitment to the highest standards

· Effective communicator, able to build and sustain positive relationships with all stakeholders in the school community

· Commitment to the development of the school  

· Adaptability to change and embracing of innovation

· Energy, vigour and perseverance

· Demonstrable commitment to the continuous development of the team, colleagues and self

· Positivity, enthusiasm and confidence
· Ability to respond positively to change

· Ability to show initiative and flexibility
· Ability to relate well to colleagues and children
· Ability to think clearly, calmly and to complete tasks successfully

· Able to respond effectively to problems

· Good team worker with a flexible approach to work, willing to support across the school
· Able to work with minimal supervision

· Willing to be involved in the whole life of the school

· Fully supportive of the school’s Catholic/Christian ethos and a willingness to promote this ethos at every opportunity 


	



