

United Reformed Church – Yorkshire Synod

Finance Assistant - Personal Specification


	REQUIREMENTS
	ESSENTIAL
	DESIRABLE
	MEASUREMENT

	Qualifications
	Educated to GCSE (or equivalent) in both Mathematics and English Language
	AAT (or equivalent) qualification

	


	Experience



	Experience of working in an accounting or financial role.
Experience of working within an office environment.
	Experience of Database management.
	

	Knowledge
	A working knowledge of accounting software.
	Data input into computerized accounting systems. 
	

	Skills and 
Abilities










	Having strong knowledge of book keeping and accounting principles.
A knowledge of Office computer packages, in particular Office 365, with good Excel skills.
Ability to prioritise work in the face of conflicting demands
Good organisational skills and attention to detail.
Ability to work as part of a team.
Ability to communicate well both verbally and in writing.
Ability to relate to the churches and individuals across the Synod.
An ability to read information from a variety of sources, including financial documents.
Ability to relate to professionals in the field including internal and external auditors/accountants. 

	Ability to encourage co-operation amongst groups of people with a variety of interests and levels of expertise.
Ability to utilise modern communications appropriately.
Experience of Sage Accounting System.
Experience of Mail Merge
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