
 
 

 

 

 
FINANCE ADMIN ASSISTANT 

PERSON SPECIFICATION 
 
 
 

Experience/Knowledge   Essential Desirable 

Experience within a finance and/or purchase ledger 
environment.  

X  

Skills/Abilities  Essential Desirable 

Good digital literacy.  X  

The ability to work effectively in a busy team environment. X  

Good interpersonal and communication skills. X  

Good attention to detail and an orderly approach to 
processing, including prioritisation. 

X  

Good time management and organisational skills. X  

The ability to develop effective and productive working 
relationships at all levels. 

X  

 
 
 


