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BUSINESS AND RESOURCES 
PERSON SPECIFICATION

POST TITLE:
Invoice Management Officer
GRADE:

Band 4
	

	ESSENTIAL


	DESIRABLE
	METHOD OF ASSESSMENT



	Educational Attainment


	· 4 GCSE’s Grade C or above, including English Language and Maths or equivalent

	· RSA II Word Processing
· ECDL/CLAIT or equivalent

	· Application form

· Certificates



	Work Experience


	· Experience of using Microsoft Office programmes including Word and Excel
· Experience working alone, using initiative to resolve issues and working within a team environment
· Experience of dealing with people both face to face and on the telephone
	· Experience working within an invoice management, payment processing or accounts team
· Experience in the use of Oracle or other systems used to facilitate the PO, payment or sourcing process
· Experience inputting large volumes of data accurately 
· Experience producing reports using IT packages e.g. Microsoft Office Excel or specialised reporting software

	· Application form

· Interview

· References

· Work Based Scenario


	Knowledge/

Skills/

Aptitudes


	· Excellent attention to detail, with the ability to input data accurately
· Capacity to learn and share learning with others
· Able to deal with sensitive and confidential information in a professional manner and maintain confidentiality at all times
· Able to communicate and interact with a wide range of people

	· An effective communicator

· Able to prioritise workload


	· Interview
· References



	Disposition


	· Able to work as part of a team
· Self-motivated and able to work under pressure
· Able to maintain a positive and professional attitude
· Flexible approach to work in order to meet day to day requirements and/or tight deadlines
· Committed to the principals of equality and diversity

	· Able to be diplomatic but firm, when required
· Able to mentor and support the development of colleagues

	· Interview
· References



	Circumstances


	· A flexible approach to Hybrid Working with the ability to work from either home or the office, subject to the needs of the service

	
	· Interview




