NUNNERY WOOD HIGH SCHOOL

Person Specification
Finance Assistant
	Essential
	Desirable

	5 GCSE / O Level including English and Maths.

Experience of working in a financial environment.

Excellent ICT skills including proficiency with Microsoft Word and Excel.

Methodical with excellent attention to detail.
The ability to work effectively as part of a team and the willingness to take on responsibility.
The ability to deal sensitively and appropriately with confidential information.
The ability to manage one’s own time, to work under pressure and to meet deadlines.

The ability to relate well to children and adults.

To be in sympathy with the ethos of the School and to seek to uphold, develop and enhance the achievements and standards to which the School works.
The ability to support pupils/respond to parents through fluent and accurately spoken English.

	Experience of working in a financial environment within a school setting.

Experience with dedicated finance software.
Experience of working under pressure.
Willingness to work flexibly and provide extra cover and support to the team during busy periods.
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