PERSON SPECIFICATION    -   FINANCIAL  ADMINISTRATOR
When filling in your application form please ensure that you write about each of the areas below. These will be used to shortlist applicants. Please try and give practical examples of your skills, experience and knowledge.

	SKILLS
	Essential
	Desirable

	Ability to use QuickBooks to input and reconcile financial records


	(
	

	Ability to produce clear and concise reports
	(
	

	Ability to ensure timely payments of invoices and other expenses


	(
	

	Ability to work on own initiative and in a team


	(
	

	Ability to prioritise and organize own work load effectively
	(
	

	Ability to use Microsoft Office, including Word, Excel and Outlook


	(
	

	Ability to communicate effectively verbally and in writing


	(
	

	Ability to accurately monitor and record data
	(
	

	Ability to develop and implement new systems
	(
	

	Ability to work within a confidential framework 
	(
	

	Ability to work within BYH’s equal opportunities framework


	(
	

	Ability to work in partnership with a range of agencies/organisations
	
	(

	Ability to understand and work within a voluntary sector organisation
	
	(

	EXPERIENCE
	
	

	Experience of working in finance


	(
	

	Experience of maintaining and updating financial records using accounting software


	(
	

	Experience of working on own initiative and within a team
	(
	

	Experience of developing and implementing new systems
	
	(

	Experience of partnership working with a range of agencies both voluntary and statutory


	
	(

	KNOWLEDGE:
	
	

	Knowledge of Accounting Systems and procedures

	(
	

	Knowledge of payroll procedures 
	
	(

	Knowledge or understanding of young people and the issues they may face


	
	(

	Knowledge of pensions auto enrolment scheme
	
	(

	Knowledge of the voluntary sector and voluntary sector management committees and funding
	
	(


