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Person Specification

Job Title:  Finance Assistant

EXPERIENCE, SKILLS & KNOWLEDGE:
	Ability and skills to maintain a high standard of accuracy in dealing with data
	Essential
	

	An aptitude for numbers
	Essential
	

	Good verbal communication skills
	Essential
	

	Clear written skills
	Essential
	

	General computer literacy
	Essential
	

	5 GCSE’s, or equivalent, grade A – C, including Maths and English
	Essential
	

	Experience of Sage accounting software
	Desirable
	

	Experience of working in a Finance Team
	Desirable
	

	Experience of Microsoft Excel
	Desirable
	


PERSONAL CHARACTERISTICS:
	Organised and methodical with attention to detail
	Essential
	

	Passion for learning new tasks and ability to take direction
	Essential
	

	Ability to prioritise
	Essential
	

	Reliable, responsible and punctual
	Essential
	

	Enthusiastic approach and commitment to numerical work
	Essential
	

	Committed and effective team player with the ability to work with others and be flexible to meet challenging situations and requirements
	Essential
	

	Understanding of confidentiality and a willingness to respect operational guidelines regarding confidentiality
	Essential
	

	Commitment to and understanding of equal opportunities
	Essential
	

	Commitment to ARA’s overall aims and objectives with an ability to present ARA in a way that is consistent with its philosophy
	Desirable
	


