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PERSON SPECIFICATION

	Post
	ASSISTANT FINANCE OFFICER
	
	EVH Grade 6 (PA 17 – 20)
35 hours per week

	CRITERIA
	DETAILS
	ASSESSMENT
	METHOD OF EVALUATION

	
	
	ESSENTIAL
	DESIRABLE
	

	Experience
	
	
	
	

	
	Previous experience within the finance department of a Registered Social Landlord, local authority, or relevant business
	
	Yes
	Application form / Interview

	
	Substantial experience of accounts payable/receivable transaction processing, including electronic payments
	Yes
	
	Application form / Interview

	
	Experience of processing payroll (including third party payments) and staff expenses
	
	Yes
	Application form / interview

	
	Competent user of Microsoft Office, particularly Word and Excel
	Yes
	
	Application form / Interview 

	
	Substantial experience of balance sheet reconciliations
	Yes
	
	Application form / interview

	
	Experience of SAGE payroll (system used by Association)
	
	Yes
	Application form / interview


	
	Experience of Homemaster (finance system used by the Association)
	
	Yes
	Application form / Interview

	Skills
	

	
	Ability to prioritise own workload
	Yes
	
	Application form / Interview

	
	Ability to communicate effectively both verbally and in writing 
	Yes
	
	Application form / Interview

	
	Ability to set up, monitor and maintain records 
	Yes
	
	Application form / Interview

	
	Ability to work under pressure and keep to tight deadlines 
	Yes
	
	Application form / Interview

	
	Ability to work on own initiative as well as part of a team
	Yes
	
	Application form / Interview

	Personal Attributes
	

	
	Friendly, calm and assertive manner, able to engage with colleagues in other teams as well as tenants and suppliers
	Yes
	
	Interview

	
	Have a positive attitude to customer service and to provide a good public image of the Association
	Yes
	
	Interview

	
	To work positively and respectfully in a team environment and with colleagues in other departments
	Yes
	
	Application form / Interview

	
	Commitment to continuous improvement
	Yes
	
	Application form / Interview

	Other
	

	
	Ability to follow policies and procedures and adapt to changes in working practices
	Yes
	
	Application form / Interview

	
	Commitment to the Association’s aims and values

	Yes
	
	Application form / Interview

	
	Understanding of the need for confidentiality
	Yes
	
	Application form/interview

	
	Professional appearance and manner
	Yes
	
	Application form/interview
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