6VT  Finance and Administration
Person Specification

Essential 

· Proven experience of maintaining accurate, financial records and systems. 
· Good verbal & written communication skills

· Good Microsoft Office skills in particular in Excel 

· Good organisational and time management skills 

· Willingness to work as part of a team.

· Warm and professional interpersonal skills.

· Ability to provide excellent customer service. 

· Understanding of personal and professional responsibilities and boundaries.
· Competent in computer use including email and navigating the internet online banking etc
· The ability to undertake physical banking duties.

· Confidence to lone work in the building at times.
· Commitment to undertake relevant training. 
Desirable 
· Budget projection experience 

· Knowledge of pension regulations

· Experience of Gift Aid Claims
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