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Person Specification – Finance Officer
	Criteria
	Essential
	Desirable

	Qualifications and Training
	AAT, NVQ Level 3 in Business Administration, CSBM, DSBM, or an equivalent finance qualification.
	Relevant administrative or communication qualifications.

Training in safeguarding, GDPR, or educational visits administration.

	Experience
	Experience of working in a finance role in a comparable organisation.

Experience of IT packages, including Word, MS Excel, and computerised accountancy systems.

Experience of managing budgets.

Experience of analysing and evaluating data.

Knowledge and understanding of how to manage financial administration procedures.

Experience liaising with multiple stakeholders (staff, parents, and external organisations).

Experience maintaining accurate records and handling sensitive information.
	Experience of working in a finance role in a school or educational establishment, using financial accounting systems.

Knowledge and understanding of the financial procedures within a school.

	Knowledge and Skills
	Effective use of specialist ICT packages.

Excellent communication skills, both written and verbal, including presenting financial analyses.

Excellent attention to detail.

Excellent organisational skills, with the ability to manage deadlines, workload, and priorities.

Strong written communication skills, with the ability to produce clear, accurate, and engaging content.

Confident use of IT systems, including Microsoft Office, email, and online platforms.

Ability to maintain confidentiality and work in line with GDPR requirements.
	—

	Personal Qualities
	Adaptability and flexibility in changing circumstances.

Work collectively as part of a team.

Willingness to participate in training and development.

Proactive, solution‑focused, and able to work independently when needed.

Reliable, flexible, and willing to support colleagues as part of a cohesive admin team.

Commitment to maintaining high standards in communication, organisation, and professionalism.

Ability to show discretion, sensitivity, and integrity when handling confidential matters.

A positive attitude and genuine commitment to supporting the ethos and values of the school.
	—

	Other
	Willingness to work flexibly and support whole‑school events when required.

Commitment to safeguarding and promoting the welfare of children and young people.

Willingness to undertake relevant training, including safeguarding, first aid, or other role‑related courses.

Enhanced clearance from the Disclosure and Barring Service.
	—
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