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PERSON SPECIFICATION

FINANCE MANAGER
	
	Essential
	Desirable
	How Identified

	Qualifications
	· AAT Qualified or part qualified or other relevant qualification or qualified by experience


	
	· Application and evidence of certificates at interview



	Experience
	· Relevant experience in financial management

· Experience of operating sage financial systems

· Payroll experience – Sage payroll


	· Previous experience of working in a charity/ third sector organisation 

	· Application & Interview-All points


	Skills
	· Outstanding numeracy skills
· Proficient in Sage Line 50 accounts and Sage Payroll software

· Ability to work independently and on own initiative 

· Excellent written and verbal communication skills 

· Ability to explain complex financial matters in a clear and understandable manner

· Methodical, organised, and good attention to detail
· Ability to develop, monitor and maintain financial management systems and procedures
· Ability to produce clear and detailed financial reports to the Executive Team and Trustees as required
· Accurate data entry

	
	· Application & Interview-All points


	Knowledge
	· Working knowledge of all Microsoft packages, particularly Excel and SharePoint
· Full understanding of all aspects of bookkeeping

· Good understanding of systems and controls required to secure sound and effective financial management

· Awareness of all payroll, pension and employee benefit law/ legislation
· Understanding of GDPR

	
	· Application & Interview-All Points


	Personal Attributes
	· Honest and Trustworthy

· Flexible and adaptable
· Reliable and committed
· Enthusiastic

· Ability to work under pressure
· Effective time management
· Ability to work independently
	
	· Interview-All points
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