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Accounts Officer

Person Specification
	
	Essential
	Desirable
	Evidenced

	Qualifications
	
	
	

	Relevant accountancy or business qualification
	*
	
	

	
	
	
	

	Experience
	
	
	

	 Of ensuring financial procedures are adhered to
	*
	
	

	Of recording accounting transactions and maintaining accounting records
	*
	
	

	Financial monitoring of organisation and projects
	*
	
	

	Working independently and to tight deadlines
	*
	
	

	
	
	
	

	Skills
	
	
	

	Able to prepare accounts/financial statements
	*
	
	

	Able to prepare cost and revenue information
	*
	
	

	Able to draft annual budgets and costings for specific projects
	*
	
	

	Manage treasury/Cash flow
	*
	
	

	Prepare for and participate in financial audits
	*
	
	

	Can work within a team setting and contribute fully
	*
	
	

	Clear Communication, written and oral
	*
	
	

	Excellent MS Office Skills, particularly in Excel
	*
	
	

	Time Management and organisation
	
	*
	

	Professional in appearance and manner
	
	*
	

	Decision Making
	
	*
	

	
	
	
	

	Knowledge
	
	
	

	Detailed knowledge  of computerised accounting software (Sage 200) and Payroll software (Sage)
	*
	
	

	Prepare and report VAT and other taxes if required
	*
	
	

	Provide Management Information as required
	*
	
	

	Understanding of payroll and information required
	*
	
	

	
	
	
	

	Qualities
	
	
	

	Excellent Attention to detail
	*
	
	

	Proactive and able to work under pressure
	*
	
	

	Reliability
	*
	
	

	Confidence
	*
	
	

	Flexibility
	*
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