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Oasis Church in the community...




Person Specification -  Admin and Finance Worker
  
         
	Personal criteria
	Desirable
	Essential

	Personal Christian faith
	
	●

	An ability to express your faith demonstrating a biblical lifestyle
	
	●

	Being in good relationship with a local church
	
	●


	Willingness to serve
	
	●

	A good team member
	
	●

	Maintain confidentiality
	
	●

	A good understanding of resident issues
	●
	

	Ability to remain calm in a crisis
	
	●

	Good telephone manner
	
	●

	Trustworthy 
	
	●

	Ability to work under pressure, organise and prioritise workloads 
	
	●

	Ability to work well without supervision
	
	●

	Good written and verbal communication skills
	
	●

	Experience
	
	

	Previous experience in administration and finance in a busy and complex environment
	
	●

	Evidence of setting up / maintaining administrative systems
	
	●

	A good understanding and working knowledge of budgets and financial management
	
	●

	Experience of using information technology (including Word / Excel / PowerPoint / Sage
	
	●

	Previous experience in dealing with member of the public and other professionals
	
	●

	
	
	

	Education / Qualifications
	
	

	Good basic grade of education
	
	●

	A good level of achievement in information technology
	
	●

	Relevant professional qualification
	●
	

	Willingness to participate in ongoing training
	
	●

	Willingness to train others
	
	●
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