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Essential

	1. A good understanding of financial administration such as bank reconciliation, invoicing and basic bookkeeping
	

	2. Confidence in using online accounting software, preferably Xero
	

	3. Excellent organisational and administrative skills, including effective strategies for managing competing demands and a varied workload
	

	4. Excellent communication skills (in writing/electronically, verbal and face to face)
	

	5. Adapts and improves processes to increase efficiency
	

	6. Can evidence a high level of attention to detail
	

	7. Is self-motivated and works well independently, and as part of a team
	

	8. High level of competency in MS Word, Excel and Outlook; familiarity with PowerPoint.  
	




Desirable

	9. Experience of administering payroll and HR processes
	

	10. Understanding of volunteering and the Third Sector
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