

	SEFTON COUNCIL – 
PERSON SPECIFICATION
	Please read the guidance notes before completing your application form.  Please demonstrate, with examples, how you meet the criteria for the post, as set out below.



	Job Title:
	Finance Assistant
	Post Number:
	16208



	Criteria
	Essential
	Desirable
	Assessment Method

	Qualifications
	ECDL 
NVQ Level 2 Business Administration. 
Or higher

	
	
C/A/I

	Experience
	Experience of budget monitoring and financial procedures. Including analysing and updating financial data.
Experience of using computerised procurement systems.
Experience of managing & analysing computerised databases.

Experience of working with Microsoft Office products.

Experience of manual and computerised filing systems.

Experience of using office equipment.
	Experience of working in a customer service environment.


Experience of working in a Social Care or NHS environment.

Experience of providing training.

Experience of working on the Elms Database.
(Supplied by Ethitec).


	A/I



A/I


A/I


A/I



A/I


A/I

	Demonstrable skills, knowledge and aptitudes
	Knowledge of local authority and health services financial procedures and regulations.
Ability to interact and work with a wide range of people in a sensitive and helpful manner, including clients and suppliers. Building and maintaining good customer relationships.
Ability to disseminate information and documentation.
Ability to follow set procedures and guidelines accurately.

Excellent communication skills both written and verbal.

Excellent numeracy skills.
Ability to work as part of a team and on own initiative.

Ability to priorities work and meet deadlines.
	Knowledge of basic stock control.


Practical knowledge of equipment, aids and appliances for use by chronically sick and disabled people.
	A/I


A/I





A/I


A/I


A/I


A/I

A/I
A/I


A/I

	Special requirements
	A Flexible and adaptable approach to work.

An understanding and commitment to equality and diversity.
	
	A/I


A/I

	Other
	Must be legally entitled to work in the
UK.
[bookmark: _GoBack]
The post is customer facing therefore you must have the ability to fulfil all spoken aspects of the role with confidence through the medium of English.

The Council operates a no smoking policy. Employees are not allowed to smoke in the workplace or to take smoking breaks during work time.
	
	


GENERAL:

	
	This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.

	All staff have a duty to take care of their own health & safety and that of others who may be affected by your actions at work. Staff must co-operate with employers and co-workers to help everyone meet their legal requirements.

	The Authority has an approved equality policy in employment and copies are freely available to all employees.  The post holder will be expected to comply, observe and promote the equality policies of the Council.

	Note: 	Where the postholder is disabled, every reasonable effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  



Since confidential information is involved with the duties of this post, the postholder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.

Undertake, and participate in training, coaching and development activities, as appropriate.

The person appointed will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.



Prepared by:	Name Barbara Jones


	Designation Deputy Operations Manager


	Date 20/05/2021


	Prepared by:
	Barbara Jones
	Date:
	May 2021
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	Method of assessment:
	A = Application Form, I = Interview, C= Certificate, T= Test, P = Presentation



