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SENIOR FINANCE OFFICER


	AREA
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	Education & Training

	
· Minimum of 5 x GSCE’s at grade A-C / 9-5, including Maths & English

	
· Business qualification, AAT or similar

	Letter of Application

	Experience


	
· Financial administration or accounting
· Working in an office environment
· Meeting deadlines independently and within a team
	
· Financial administration in a school or educational setting
· Experience supporting month-end financial procedures, including reconciliations, journal entries, and reporting

	Letter of Application

Interview

	Skills & Knowledge




	
· Strong communication and interpersonal skills
· Excellent telephone manner, confident with all levels of contact
· High level of accuracy and attention to detail
· Proficient in Microsoft Office applications (e.g., Excel, Word, Outlook)
· Ability to remain calm and effective under pressure
· Awareness of safeguarding principles and child protection responsibilities
· Understanding of data protection and experience maintaining data security

	
· Ability to adapt ICT skills and learn new systems or applications
· Experience using SIMS, FMS, and ParentMail platforms
			
	
Letter of Application

Interview

	Personal Qualities



	
· Collaborative team player with the ability to work independently to a high standard
· Genuinely interested in supporting children's education and development, including active participation in the School House system
· Committed to maintaining confidentiality and handling sensitive information appropriately
· Able to prioritise tasks, use initiative, and work methodically
· Demonstrates common sense, enthusiasm, and self-motivation
· Reliable and responsible, with an excellent attendance record
· Open to change and adaptable to new ways of working

	
· Flexible and willing to support other admin team members during busy periods
· Proactive and solution-focused approach to work
· Positive attitude with a good sense of humour
· Growth mindset and openness to feedback
· Willingness to undertake further training and development

	Letter of Application

Interview
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