Ryedale Special Families
Finance Administrator
Person Specification
Essential

· Experience of working within finance administration
· Experience and confidence of cash handling
· Fully computer literate with excellent knowledge of spreadsheets
· Good all-round communication skills
· Attention to detail and an ability to work to a high level of accuracy
· An understanding of issues of confidentiality 
· Hard working, flexible and enthusiastic

· Ability to work within a team and using own initiative

· Good attendance record

Desirable
· An NVQ Level 2 / Level 3 or equivalent in finance administration
· Experience of working within the voluntary sector
· Skilled in the use of office equipment
· Experience of running Payroll systems, in particular Quickbooks

· Ability to listen and empathise
· Experience of raising funds in the voluntary sector
