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Finance & Administraton Manager
Person Specification


	
	Essential
	Desirable
	Identified from application
	Identified at interview
	Identified from other source

	Qualifications
	Educated to at least higher level or equivalent including maths and English

Eligibility to work in the UK
	












Qualification in finance such as bookkeeping, accountancy etc
	√







√




√
	
	
Qualifications will be verified at interview.




This must be provided at interview.

	Experience
	Relevant experience of working in a similar role in another organisation

Experience of SAGE or other bookkeeping platform

Experience of updating websites on a regular basis
	















Undertaking a similar role within the third sector	
	√






√




√



√
	√








	

	Skills
	Excellent
interpersonal skills

Excellent networking skills
The ability to work both independently and as a member of a team 
The ability to use initiative but operate within agreed level of authority 
The ability to organise workload and work to deadlines   
The ability to find innovative ways to work with service users to identify and find informed solutions to the challenges 
Good written and oral communication skills 
Proficient IT skills and a willingness to learn new IT Skills 
Able to adapt to changing circumstances and new ideas in a positive and creative manner§
Ability to deal with sensitive issues in a professional manner 
A commitment to maintaining confidentiality and acting with integrity


	
	√



√



√






√






√





√









√




√





√







√





√
	√



√



√






√






√





√









√




√





√







√





√
	

	Values & Attitude
	An understanding and awareness of the needs of FetLor Youth Club’s members and users.

An ongoing commitment to the values of the Club

A commitment to members rights, equal opportunities and lived diversity.
	
	√








√




√
	√








√




√
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