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Person Specification for Finance Administrator
	Section

	Job Criteria
	Assessment Method

	Essential or 
Desirable

	Qualifications
	1.
	Educated to further/higher level.
	Application
	Essential

	
	2.
	Studying towards an accountancy qualification/AAT
	Application
	Desirable

	Knowledge and Experience
	3.
	Experience of working in a similar role. 
	Application Interview 

Probation
	Essential

	
	4.
	Experience of working in the voluntary sector and familiarity with charity accounting procedures.
	Application Interview 

Probation
	Desirable

	
	5.
	Experience of using Sage 50 accounts
	Application Interview 

Probation
	Essential

	
	6.
	Experience of preparing salaries for payroll agency
	Application Interview 

Probation
	Essential

	
	7.
	Experience of running a payroll
	Application Interview 

Probation
	Desirable

	Skills, Awareness, Abilities and Attitude
	8.
	Ability to work on own initiative with minimum supervision
	Application Interview 

Probation
	Essential

	
	9.
	Good written and oral communication skills
	Application Interview 

Probation
	Essential

	
	10.
	Strong numerical skills
	Application Interview 

Probation
	Essential

	
	11.
	Good attention to detail
	Application Interview 

Probation
	Essential

	
	12.
	Ability to work in a methodical and organised manner


	Application Interview 

Probation
	Essential

	
	13.
	Ability to work efficiently when under pressure


	Application
Interview
Probation
	Essential


	
	14.
	Ability to prioritise workload
	Application
Interview
Probation
	Essential

	
	15.
	Ability to monitor and compare financial information
	Application
Interview
Probation
	Essential

	
	16.
	Ability to use Excel Spreadsheets as well as Microsoft 365.
	Application
Interview
Probation
	Essential

	Other
	17.
	Ability to speak Welsh.
	Application Form
	Desirable

	
	18.
	Ability to work in a non-judgemental manner
	Application Form
Probation
	Essential
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