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Finance Officer Person Specification 

The person specification is a picture of skills, knowledge and experience needed to 

carry out the job. It has been used to draw up the advert and will also be used in the 

short-listing and interview processes for this post. Candidates are encouraged to 

answer the essential list below to the best of their ability. 

Experience and Qualification 

1. Experience of voluntary or paid work in the voluntary sector. 

2. At least two years paid or voluntary experience managing financial systems. 

3. Experience of Quickbooks Accounting Packages 

4. AAT, Part-qualified accountant or studying towards a recognised accounting 

qualification e.g. ACCA, CIMA 

5. At least two years’ experience of working as Officer Administrator and  or 

Receptionist role 

6. Previous experience on Office management is beneficial 

7. Previous experience of working with migrants and refugee communities is 

desirable 

Knowledge and Skills 

1. Demonstrable experience and ability to implement accounting systems. 

2. An understanding of appropriate financial procedures appropriate to charities. 

3. Effectively track expenditure for different projects 

4. Manage finances effectively 

5. Ability to use financial software packages 

6. A thorough knowledge of managing an internal organisational payroll, with up 

to date knowledge of HMRC requirements 

7. Experience of preparing budgets and cashflow 
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8. Scheduling, Telephone Skills, Typing, Documentation Skills 

9. Excellent written and verbal communication skills in English 

10. Excellent customer service skills and problem solving ability 

11. Excellent time management and the ability to prioritise workload and keep a 

level head under pressure 

12. Good working knowledge of MS Microsoft Office package to an upper 

intermediate level mainly Word, Excel and Outlook 

13. Strong organisation skills along with being proactive and excellent attention to 

detail 

Other Requirements 

1. Ability to work under pressure and to deadline 

2. Ability to plan and prioritise a varied workload 

3. Ability to work in a team 

4. Ability to work accurately and with attention to detail 

5. An awareness of and commitment to the promotion of equality and diversity 

6. Ability to communicate effectively with financial and non-financial users. 

Desirable 

1. Knowledge and understanding of asylum seekers, refugee and migrants issues. 

 

 

 


