PERSON SPECIFICATION – RECEPTIONIST

PERSON SPECIFICATION – FINANCE ASSISTANT
The Person Specification is an important part of the recruitment process.  It should be read carefully as it will form the basis of shortlisting and ultimately, appointing the successful applicant.  You must demonstrate therefore how you meet each of the following criteria in your application.

	Criteria
	Essential
	Desirable
	To be measured by

	Qualifications
	· 5 GCSE A-C or equivalent

	· AAT
	· A 

· A

	Skills
	· Excellent numeracy and literacy skills.

· Excellent computer skills

· Excellent organisational skills

· Ability to deal with staff at all levels in an appropriate manner

· Ability to work on own initiative and manage own workload
· Ability to develop systems and procedures
	
	· A / I / T
· A / I / T
· A / I / T
· A / I 
· A / I
· A / I

	Experience
	· Relevant work based experience
	· Experience working within a school

· Experience working within a busy finance role
	· A / I 

· A / I

· A / I




Key: A = Application
I = Interview
T = Test
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