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Bedford Inclusive Learning & Training Trust
Personnel Specification

Job Title

Senior Finance Administrator
Grade


4AS point 14 - 19
	
	
	Essential Attributes


	Desirable Attributes

	1
	Educational Qualifications
	Qualified, part qualified or working towards qualification equivalent to AAT level 2
Other appropriate financial qualification(s) 
GCSE or equivalent in English and maths


	AAT level 3 or 4
Experience in education finance
Certificate in School Business Management



	2
	Work Experience
	Working knowledge of financial software / systems 

Conversant and up-to-date with general financial regulations
Ability to prepare financial reports
Knowledge of principles, methods of financial control and reporting and their adaptation to various purposes, including the preparation of financial accounts
Knowledge of the implications of VAT

Sound working knowledge and understanding of methods of ordering, contracts, purchasing, value for money and best value

	Evidence of finance, business or administrative management experience within a school or education
Working knowledge of HCSS
Knowledge / Overview of SORP
Knowledge / Overview of the Academies Financial Handbook



	3
	Skills/Knowledge/Aptitude
	Ability to build and form relationships with colleagues and other professionals

Ability to keep abreast of developments and changes in associated legislation and guidance 
Ability to work constructively as part of a team

Excellent interpersonal, written and verbal communication skills

Proficient in the use of Microsoft Office, e-mail and the internet

Supportive and co-operative team player

	

	4
	Motivation
	Ability to motivate finance clerk, delegating duties as required

Ability to evaluate own development needs
Evidence of continuing professional development

Proactive and self-motivated

Planning and organisational skills to meet deadlines

	

	5
	Personal qualities
	Good attendance and punctuality

Excellent interpersonal skills with the ability to maintain strict confidentiality
A diplomatic, calm and patient approach

Initiative and ability to prioritise own work load and that of the department in order to meet deadlines
Ability to work autonomously within boundaries
Able to follow direction and work in collaboration with senior colleagues
Able to work flexibly, adopt a ‘hands on approach’ and respond to unplanned situations, a ‘can do’ attitude
Efficient and meticulous in organisation

Negotiating skills

	

	6
	Other
	This is a customer facing post and the post holder must have the ability to fulfil all spoken aspects of the role with confidence through the medium of English.


	


	DBS Required

(please indicate the legal reason for DBS – if in doubt discuss with HR)
	□ Not applicable for this post

x Direct supervised or unsupervised contact with children or  

   vulnerable adults     

□ Working within Fostering & Adoption Service (Any post) 

x In a position of authority/trust

□ Other e.g.: auditors, solicitors 


	Work Related Travel

(please indicate as appropriate)

	□Occasionally required (ie to travel to bank, other sites etc) 

□Ability to travel around the county 

x Provide car for business use 



	Health & Safety Risk Assessment

(please indicate which are applicable)
	□ Regular Manual Handling activities

x Regular exposure to mental pressures and demands

x Visual Display Equipment – regular use

□ Exposure to substances hazard to health

□ Exposure to infection

x (occasional risk) Risk of verbal abuse

x (Unlikely, but some children are unpredictable) Risk of physical assault

x Working alone

□ Adverse environmental conditions

□ Use of dangerous machinery

□ Driving PSV/HGV vehicles



BILTT is committed to safeguarding, Prevent, the welfare of pupils and ensuring equality of opportunity for all pupils, staff, parents and carers; irrespective of age, disability, gender reassignment, marriage & civil partnership, pregnancy & maternity, race, belief, sex or sexual orientation and expects staff to share that commitment.  The post is subject to satisfactory references, enhanced DBS & health clearance.

It is an offence to apply for a role if you are barred from engaging in regulated activity relevant to children.  This post is exempt from the Rehabilitation of Offenders Act 1974 and therefore applicants are required to declare any convictions, cautions, reprimands and final warnings that are not protected (i.e. that are not filtered out) as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013).
September 2021
