PERSON SPECIFICATION

Moordown St John’s CE Primary School

Post Title: Accounts and Admissions Officer

Reporting to: Finance & HR Manager
Grade: Grade 4 Scale point 7 - 9

Please number each item within each section and order in level of importance.

v/ as appropriate

Essential | Desirable

Qualifications/Training
The qualifications and/or training required to undertake the role.

1. GCSE ‘pass’ qualifications in Maths & English (grade 4 or above, or equivalent
standard)

2. Book-keeping experience / accounting qualification

Experience / Achievements
The level of experience required and/or length of time the post holder will have been required to
have undertaken the item specified.

1. Minimum of 2 years’ experience of finance/administrative work e.g. financial
data entry, processing orders etc.

2. Experience of using accounting, word, excel and other administrative software
3. Recent experience of working in a primary school
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Knowledge
The knowledge and understanding the post holder must have of the item specified.

1. Knowledge of accounts

Skills/Abilities
The level of skills or ability required to undertake the item specified.

1. Ability to work in an organised and methodical manner
2. Ability to work as part of a team

3. Ability to maintain confidentiality
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Ability to communicate professionally e.g. on the phone with parents or via
email to sports companies relating to lettings

5. Computing and administrative skills
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Qualities & Attitudes

1. Willing to undertake training as required

Other

Any other competencies required to undertake the role.

1. First Aid Certificate
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