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Finance Administrator Person Specification

	
	SKILL
	ESSENTIAL
	DESIRABLE

	1.
	Knowledge of Sales & Purchase ledgers

	(
	

	2.
	Knowledge of reconciliation processes including petty 

cash & bank statements.

	(
	

	3. 
	A recognised qualification relevant to the role, e.g. bookkeeping, AAT Level 2, GCSE accounting.

	
	(

	4.
	Relevant work experience in a similar role.

	
	(

	5.
	Experience of working for a charity.


	
	(

	6.


	Working knowledge of Sage 50 accounting software.

	
	(


	7.

	Excellent numeracy skills, with a high level of attention to detail, and accuracy.

	(
	

	8.


	Excellent time management skills, working to a schedule to meet reporting deadlines. 


	(
	

	9.
	Computer literacy including Excel, Word, Outlook and in house software.

	(
	

	10.

	Well developed interpersonal skills, to work positively as part of a team.

	(
	

	11.

	Well developed communication skills particularly with non-finance personnel and volunteers.

	
	(

	12.
	Understanding of the aims and objectives of Age UK South Lakeland.


	
	(
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