First Step Community Project
Person Specification

	Post Title
	Finance Officer

	Area of Work 
	Office and Finance


	Requirements
	Essential
	Desirable

	Education and Training
	
	

	Relevant qualification in Book keeping and financial management.
	
	√

	Experience
	
	

	Experience of managing multiple funding streams
	√
	

	Experience in the preparation and review of annual accounts
	√
	

	Experience in the preparation and monitoring of organisational budgets
	√
	

	Experience of managing large levels of income
	√
	

	Experience of using a computerised accounting system
	√
	

	Knowledge
	
	

	Knowledge of up-to-date financial practices and legislation
	√
	

	Knowledge of preparing monthly, quarterly and end of year financial statements
	√
	

	Knowledge of financial governance in the charity sector
	
	√

	Skills and Abilities
	
	

	The ability to work as part of a team, developing positive relationships

with parents, children, colleagues and outside agencies
	√
	

	Able to communicate effectively with service users, staff and partner agencies
	√
	

	Good organisational skills
	√
	

	Personal attributes 
	
	

	Able to demonstrate reliability and initiative
	√
	

	A professional attitude and manner
	√
	

	An enthusiastic approach to work
	√
	

	Other requirements
	
	

	Membership with PVG Scheme (or willing to join) 
	√
	

	Current Child Protection Training (or willingness to carry out)
	√
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