SURREY HEATH BOROUGH COUNCIL
PERSON SPECIFICATION / COMPETENCY FRAMEWORK
Please note:
The criterion specified on this form will be used as guidance when short listing all applications and again at interview.   Please ensure you provide evidence within your Application, giving examples where appropriate, as to how you meet the specified requirement for the job.  Thank you.

	Directorate/Department:

Business Executive

	Job Title: 

Finance and Performance Officer


	Section: 
Business Services

	Post Number: 




	KNOWLEDGE & EXPERTISE         (Including Qualifications / Education & Training,   

                                                          Experience, Skills / Ability and knowledge)
ESSENTIAL :
· Educated to A Level or equivalent standard
· Suitable and relevant financial qualification
· At least 3 years experience working in commercial related activity
· At least 3 years experience of financial administration  

· Experience of record keeping 

· Experience of administration, advanced use of ICT systems
· Understanding of how local government works and the challenges that it faces 
· Comprehensive knowledge of Microsoft software




	RELATIONS WITH PEOPLE:
ESSENTIAL :
· Ability to work effectively and sensitively with a range of stakeholders including Service       management, service users, and contractors.
· Ability to deliver the service in a pleasant manner, developing relationships that foster good practice.
· An approach and style that fosters confidence and assurance in management, work contacts and staff

· Excellent written and verbal communications skills




	INITIATIVE & INDEPENDENT ACTION

ESSENTIAL:
· Confidence and ability to deal with internal and external customers on a daily basis.
· High level of personal organisation and motivation









CREATIVITY AND INNOVATION 





ESSENTIAL :


Ability to problem solve and think logically in terms of service delivery and development


A style that constantly seeks improvements to service delivery and efficiency











PERSONAL ATTRIBUTES





ESSENTIAL :


Honesty and integrity


Able to work comfortably with conflicting workplace demands and pressures


Resilience


Determination


Positive and progressive style


This post is politically restricted under Section 2 of the Local Government and Housing Act 1989











FINANCIAL ACCOUNTABILITY 





ESSENTIAL :


Proven experience of monitoring budgets and advising managers


Experience of providing a high level of financial administration 


Experience of working to financial standing orders including obtaining quotes / tenders





























