ST ANDREW’S PSALTER LANE CHURCH

An Anglican Methodist Partnership
Person Specification
Job Title:
Accounts Assistant
	Attributes
	Essential
	Desirable


	Method of Assessment

	1. Education & Training
	GCSE or equivalent in Maths and English or substantial experience
	Associate’s or bachelor’s degree or equivalent
	Q

	
	
	NVQ or similar in accounts or substantial experience
	Q

	
	
	NVQ or similar in Computer skills or substantial experience
	Q

	2. Relevant Experience
	Relevant experience of book-keeping and accounting procedures 
	Experience of using accounting packages such as Sage or QuickBooks
	A, I

	
	Office Administration 
	
	

	3. Special Knowledge & Skills
	Confident with Microsoft Office software (Outlook, Excel, and Word) and Knowledge of computer- based accounts/spreadsheets software
	Basic knowledge of Data Development’s “Finance Co-ordinator” Accounting Software or a willingness to learn
	A, I, E

	
	Detailed knowledge of generally accepted accounting principles
	
	A, I

	4. Special Qualities or Aptitudes
	Good Communication Skills
	
	A, I

	
	Ability to work independently, on own initiative and with discretion and confidentiality
	
	A, I

	
	Ability to work as part of a team
	
	A, I

	
	 Excellent organisational skills
	
	 A, I

	
	Reliability
	
	A, I

	5. Any Other Requirements
	Flexible and adaptable
	Previous experience of working with volunteers
In sympathy with the ethos, mission and purpose of St Andrews’ Psalter Lane Church
	A, I


A – Application form; I – Interview; E – Exercise; Q – proof of qualification (certificates or transcripts)
