Brighter futures acfoss the globe

Person Specification
Job Title: Finance Administrator

Criteria Application Interview Assessment
SKILLS & ABILITIES

Confident in use of MS Office Suite (Excel, Word, Outlook) v v v
Proficiency in the use of a finance package (knowledge of Sage Line 50 would be preferable) v v v
Accounting qualification AAT or equivalent (desirable) v v v
Proven literacy and numeracy skills (GCSE — Grade C or above Maths and English or equivalent) v v
Ability to deal with confidential information appropriately v v

Good written communication v v
Confident telephone manner v v
Good interpersonal skills, with a tactful/ mature approach when dealing with the public and colleagues v v v
Willingness to learn and develop within the role v v

Good organisation and administration skills v v v
Eye for detail and accuracy as this role involves lots of repetitive tasks v v v
Flexible and adaptable approach to working v v

An affinity with COCQO’s ethos and mission v v

EXPERIENCE

Experience of working in a finance role (book-keeping) v v

Experience of accounts package v v

Experience of working within a team v v
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