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FAMILY MEDIATION CENTRAL SCOTLAND (FMCS)
PART-TIME FINANCE ASSISTANT
PERSON SPECIFICATION
	QUALITIES/ATTRIBUTES
	ESSENTIAL
	DESIRABLE

	

	EDUCATION/QUALIFICATIONS

	Recognised qualification in accountancy or bookkeeping.*
	(*
	

	

	EXPERIENCE AND KNOWLEDGE

	At least 3 years’ experience of working in an Accounts or Finance role.*
	(*
	*Or relevant qualification

	Experience of using computerised accounting and payroll packages, especially Intuit Quickbooks software.
	(
	

	Administering different cost centres and preparation of budgets.
	(
	

	Knowledge of Profit & Loss accounts, Sales and Purchase Ledgers, credit control/aged debtors and bank reconciliation.
	(
	

	Experience of working in the voluntary sector.
	
	(

	Computer literate with advanced knowledge of Excel and spreadsheets.
	(
	

	

	SKILLS & PERSONAL QUALITIES

	Good oral and written communication skills.
	(
	

	Good team player, but also comfortable working autonomously and proactively.
	(
	

	Ability to work flexibly and manage competing priorities.
	
	(

	Attention to detail and ability to maintain confidentiality.
	(
	

	Reliability and commitment.
	(
	

	Excellent time management skills.
	
	(

	Willing to take responsibility 
	(
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