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THE BROOMHOUSE CENTRE & ENTERPRISES
Person Specification
Position:

Finance and Fundraising Administrator (part-time)
This Person Specification seeks to define a person most likely to be suited to the post of Finance and Fundraising Administrator.
· Relevant qualification and extensive experience in all aspects of  
Essential
payroll, book keeping, sales ledger,


· Experience in software packages such as Word, Excel, Access 
Essential

and Publisher





· Working knowledge of computerised book-keeping 


Essential
software (Quick Books)






· Good communication skills 





Essential
· Ability to work on own initiative




Essential
· Experience of working in the voluntary sector 


Desirable
· Experience of working in a team




Essential

