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	Qualifications, training and knowledge
	Essential
	Desirable

	GCSE or equivalent in English and Maths (level C or above)
	✓
	

	Highly developed interpersonal and organisational skills
	✓
	

	Experience of being innovative, creating financial statistics and reports to undertake complex and advanced analysis of data.
	✓
	

	Training and extensive experience in Windows Outlook, Excel and Word
	✓
	

	Willingness to undertake continuing professional development
	✓
	

	Experience of school-based systems
	
	✓

	Finance qualification e.g. AAT
	
	✓

	Working towards a School Business Management Qualification
	
	✓

	Experience of the Access Education finance software package, with accurate data entry and able to create and run reports
	
	✓

	A minimum of 2 years’ experience in a busy school office
	
	✓

	

	Experience and skills	
	Essential
	Desirable

	[bookmark: _heading=h.gjdgxs]Excellent communication skills and warmth of personality
	✓
	

	Ability to work confidentially, confidently and flexibly with sensitivity and tact
	✓
	

	Ability to liaise with other agencies and stakeholders
	✓
	

	Development, management and operation of financial management systems
	
	✓

	Budget monitoring experience in a substantial organisation
	
	✓

	Experience of procurement, best value and financial regulations 
	
	✓

	Knowledge of data protection issues and GDPR
	
	✓

	Maintenance of HR files and payroll documentation to audit standards
	
	✓




	Competencies
	Essential
	Desirable

	Proactive, innovative and creative approach to problem solving with attention to detail and accuracy
	✓
	

	Adheres to and encourage in others professional standards of fairness and integrity
	✓
	

	Communicate effectively with a range of people including staff, pupils, parents, suppliers, partner agencies and visitors
	✓
	

	Ability to lead and manage decisively within a collaborative ethos
	✓
	

	Committed to safeguarding and promoting the welfare of children and young people
	✓
	

	Enthusiastic, energetic and self-motivated
	✓
	

	Able to prioritise, work to deadlines and delegate to others
	✓
	

	Accessible, responsive and accountable
	✓
	

	Resilient and respond well to pressure, deadlines, interruptions and conflicting demands
	✓
	

	Able to self-evaluate in order to manage, promote and implement change
	✓
	

	Capable of responding constructively to feedback
	✓
	

	Possess a sense of humour and the ability to maintain a healthy work/life balance
	✓
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