


Person Specification
Below are the essential and desirable criteria for the post of Finance, Admin and Business Officer. Use them to outline how your skills and experience are relevant to the post. 
SKILLS 	ESSENTIAL	DESIRABLE
	
Knowledge of:

	Creating and maintaining financial, admin and business systems and monitoring/ reporting procedures within charitable/ third sector settings
	

	


	Working knowledge of QuickBooks accounting system or similar
	The principles and standards of independent collective advocacy

	


	Working knowledge of creating budgets and business plans in a timely manner
	Issues faced by people with lived experience of mental health, or other marginalised groups

	
Experience of:

	Having a degree of responsibility for the smooth running of an organisation’s financial, administrative and business systems
	

	
 

	Ensuring organisational compliance with financial and other contractual and professional requirements
	

	


	
	Working within an organisation which has a strong ethos of involving people with lived experience 

	
Ability to:

	To maintain and monitor core financial and business systems, with the ability to work independently and as part of a team to identify, prioritise and complete tasks to agreed outcomes 
	

	


	Communicate complex financial information to a wide audience, using professional interpersonal skills including an approachable manner, good listening skills and the ability to communicate effectively both verbally and in writing.
	

	


	
	Help organise and deliver group advocacy to people in hospital and/or the community








