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PERSON SPECIFICATION

The position of Finance Assistant (14 hours) requires the following skills and experience:

Essential knowledge and experience

· At least one year’s experience in a similar role. (Please read job description).
· Proficient in the use of QuickBooks and MS Excel.
· Experience of producing good quality reconciliations.

· Experience of sales and purchase ledgers.
· Excellent organisational, time management and prioritisation skills.
· Able to produce high quality, accurate work to tight deadlines.
· Excellent communication and interpersonal skills and able to deal with people at all levels of an organisation in a professional yet friendly manner.

· A flexible approach.
· Commitment to and understanding of equality and diversity.

· Willingness to learn new skills.

· Clear and concise verbal and written communication skills.
Desirable

· Knowledge/understanding of HIV and AIDS.
· Experience of working in the voluntary sector.
· Experience of taking minutes at committee and / or other meetings.
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