Business Development & Finance Officer
Person Specification

	SECTION ONE
	The Essential Criteria in this section will be assessed at the shortlisting stage of the process and may also be further explored during the interview/selection stage. You should therefore make it clear on your application form that you meet all of the Essential Criteria. Failure to provide information about all of the Essential Criteria will result in rejection at the shortlisting stage.
The Selection Panel reserves the right to utilise one or more of the Desirable Criteria in addition to the Essential Criteria for shortlisting and at interview. You should therefore make it clear on your application form whether or not you meet all of the Desirable Criteria. Failure to provide information about all of the criteria can result in rejection at the shortlisting stage.
The stage in the process when the criteria will be measured is stated below.

	A = Application   I= Interview

	Factor
	Essential Criteria
(Measured at application and interview stages)
	Desirable Criteria
(May be used for shortlisting)

	Qualifications & Experience (A)
	· Have 5 GCSEs (or equivalent) including English and Maths
· A recognised qualification in bookkeeping/accounting 
OR 
At least 2 years’ experience in financial administration, including record keeping and financial reporting 
· Experience using accounting software (SAGE or equivalent)
· Experience preparing funder-specific financial reports.
· Experience supporting income generation activities, such as grant applications, reporting, community fundraising, or donor stewardship.
· Strong working knowledge of Microsoft Office particularly Excel and Word
	· Qualification in accounting/bookkeeping
· 3 A-Levels at grade C or above or equivalent qualification
· Financial management experience in the Voluntary/Community Sector.
· Experience managing multiple funding streams.
· Experience developing/supporting projects, events or campaigns related to income generation.

	Knowledge & Understanding (I)
	· Understanding of the Tara Centre’s vision, ethos and values and an ability to align financial practice with these principles.
Good understanding of financial management principles, including budgeting, financial monitoring and variance analysis.
Understanding of how funding applications connect with financial planning and organisational sustainability. 
Understanding of accountability requirements for funders and statutory bodies.
Awareness of payroll principles, including tax, pensions and statutory obligations.
	Familiarity with charity financial governance frameworks and good practice standards.
Awareness of funding landscapes relevant to wellbeing, health and community development.


	Skills & Competencies (I)
	Ability to contribute creatively to income generation opportunities.
Proficiency in accounting software (SAGE or equivalent)
Strong analytical skills with the ability to interpret financial data to contribute to strategic financial planning and communicate insights clearly.
Competence in the application of Microsoft Office, particularly Excel
Ability to prepare clear written reports for management, Board and funders.
Strong organisational skills, with the ability to prioritise and manage multiple tasks efficiently. 
Ability to work collaboratively and communicate with compassion and clarity
	Awareness of confidentiality and data protection principles in administration.
Ability to write applications for funding 

	Personal Attributes & Other Requirements 
(I)
	Methodical and self-motivated and able to work independently
Approachable and able to build supportive working relationships
Flexible and able to meet deadlines, including occasional out-of-hours requirements.
Willingness to grow with the role and contribute positively to the Centre’s development
	Sensitivity to human vulnerability and an ability to work with care and respect for all



All applications for employment are considered strictly on the basis of merit.
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