PERSON SPECIFICATION 
	Job Title:  
	Gloucestershire Federation of WIs - Bookkeeper


	Date of Completion:
	January 2019



	Qualities


	Essential
	Desirable

	Physical Makeup


	· Smart appearance

· Good general health

· Good telephone manner

· Ability to move boxes according to manual handling guidelines


	

	Personal Qualities 


	· Confident speaker

· Polite and helpful manner when dealing with people

· Willingness to multitask and support other colleagues to deliver a high quality service

· Flexible and adaptable approach to work – willingness to be flexible with work and time to meet deadlines

· Works well within a team 

· Reliable in terms of delivering a high quality service and in attendance
· Numerate

· Honesty and integrity

	

	Qualifications


	· Good general education (minimum of GCSE English and Maths or equivalent)

· Minimum of AAT level 2 or relevant and measurable experience


	· AAT qualified level 4

	Experience


	· Administrative experience within an office 

· Copy typing

· Working in an office team environment 
· Call handling experience


	· Provision of management accounts

	Skills/Abilities


	· Ability to deliver a high standard of customer service

· Able to interact with people at different levels

· Ability to meet deadlines

· Calm under pressure

· Positive work ethic

· Cash handling skills


	

	Knowledge


	· Basic office systems

· Good working knowledge of Microsoft packages including Word, Excel, Outlook

· Good working knowledge of Sage 50


	· Knowledge of The WI 



	Circumstances of the job


	· Eligibility to live and work in the UK*

· 22 hours worked over 4 days (Monday to Thursday) plus additional hours when required.

· Chairman/County Treasurer change periodically


	


*If you are selected for interview you will be asked to present evidence of your right to work in the UK. These must be original documents. If you are unable to do this, your application will not be taken any further.
