The Boys’ Brigade

Finance Department – Finance Assistant
Person Specification

Please read through the following list of qualities needed to be able to carry out the job. Shortlisting will be done by comparing the information you have given on the application form to the qualities listed below.

Essential skills and knowledge:

1. Qualifications & Skills
· Sales ledger experience
· Bank reconciliation experience
· Nominal ledger reconciliation
· Experience of working in a busy accounts department
· Strong attention to detail and ability to produce work with a high level of accuracy
· Good IT skills and confident in the use of Microsoft Excel, Word and Outlook 
· Good standard of numeracy and literacy
· Good problem solving ability
· Able to analyse information
· Educated to GCSE standard or equivalent
2. Organisational skills

· Ability to work cooperatively with other departments

· Good customer service skills
· Able to manage and work unsupervised and meet strict deadlines

· Ability to prioritise a varied and fluctuating workload and reprioritise when necessary
· Able to work in an office environment that often demands high levels of concentration, while coping with frequent interruptions
3. Communication skills

· Excellent written and verbal communication skills 
· Ability to communicate effectively on the telephone and in person
· Ability to build and maintain working relationships with business contacts

· A team worker with good interpersonal skills
4. Desirable
· Youth work or charitable organization experience

· Familiar with Pegasus accounting systems

· Purchase ledger experience
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