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PERSON SPECIFICATION

	JOB TITLE:  Business Support Officer

	


	Attributes
	Essential
	Preferred

	Education/Qualifications


	GCSE English & Maths grade A-C or equivalent


	Accountancy qualification such as AAT 

	Experience


	1-2 years’ office administration experience 
Previous experience of work in a financial role
	Working in an educational environmental
Knowledge of HR processes

	Skills/Knowledge/

Aptitude


	Knowledge of financial software systems

Practical knowledge of Microsoft Excel & Word

Good organisational skills with the ability to prioritise work load and successfully meet deadlines
Ability to work effectively as a member of a team

Ability to communicate confidently and effectively with adults and children


	Knowledge of RM Finance/SIMS/Key Solutions/SAP 


	Motivation


	Willingness to undertake further training
Willingness to be flexible
	

	Other

	Responsibility for ensuring the safeguarding of children in school
Awareness of diversity

	


