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Person Specification 

Finance Manager

	
	Criteria
	Essential
	Desirable
	METHOD OF ASSESSMENT
Application Form/Interview/Test


	Knowledge

	
	General financial regulations, codes of practice and legislation such as HMRC requirements 
	
	
	A & I

	
	[bookmark: _GoBack]Audit requirements for academies 
	
	
	A & I 

	
	Understanding of VAT requirements for Academies
	
	
	A & I

	
	ESFA requirements and strategic financial planning
	
	
	A & I

	Experience

	
	Evidence of managing complex financial tasks 
	
	
	A & I

	
	Assist in the management of the budget and reporting process
	
	
	A & T

	
	Strong financial accounting
	
	
	A & T

	
	Experience of budget management      
	
	
	A & T

	
	Experience of managing/supervising staff
	
	
	A & I

	
	Experience of working in a School/Academy
	
	
	

	
	Experience of working as part of a team 
	
	
	A & I

	Qualifications

	
	Minimum C grade GCSE in Maths and English or equivalent.
	
	
	A

	
	AAT or equivalent
	
	
	A

	Skills

	
	Planning and organisation
	
	
	A & I & T

	
	Prioritising and time management to meet deadlines
	
	
	A & I & T

	
	Able to prepare and present finance reports and in depth analysis
	
	
	A & T

	
	Excellent communication skills – oral and written
	
	
	A & I & T

	
	Understanding school roles and responsibilities
	
	
	A 

	
	Competent user of Microsoft Office packages - Excel, Word and Outlook
	
	
	A & T

	
	Competent user of PSF accounting package
	
	
	A & T

	
	Strong IT skills
	
	
	A & T

	
	Experience of holding a similar post in education 
	
	
	A

	Personal attributes

	
	Committed to enhance and develop skills and knowledge
	
	
	A

	
	High level of accuracy and attention to detail
	
	
	A & T

	
	Self-motivated and pro-active
	
	
	A & I

	
	Personable and sensitive manner for contact with students, parents, governors and staff colleagues
	
	
	A & I

	
	Able to deal with confidential data
	
	
	A

	
	Reliable and trustworthy
	
	
	A & I

	

	Able to demonstrate a high degree of initiative, self-motivation and drive. Working to agreed deadlines with minimal supervision 
	
	
	A & I

	
	High level of interpersonal, communication and presentational skills 
	
	
	A & I
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