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PERSON SPECIFICATION: Senior Finance Assistant – Tuition Fees

INFORMATION FOR APPLICANTS: Below are the skills, knowledge, and competencies we need for this role, categorised as either essential or desirable. The final column shows where the hiring team will look for your examples to demonstrate that you're a suitable fit for this position. Further advice and guidance is available here: https://www.lancaster.ac.uk/jobs/how-to-apply/

	Criteria
	Essential/ Desirable
	* Application Form/ Supporting Statements/ Interview 

	Educated to degree level or equivalent relevant work experience.
	Essential
	Application Form/Supporting Statement

	Experience of accurately inputting into databases, maintaining electronic records and the analysing and interpreting data to inform next steps.
	Essential
	Application Form/Interview

	Experience of tuition fee related administration or credit control in a higher education context, including application of policies and procedures.
	Desirable
	Application Form/Interview

	Highly effective communication skills, both orally and in writing, including the ability to manage difficult conversations and make immediate decisions.
	Essential
	Application Form/Interview

	Advocate of customer care whilst maintaining confidentiality.
	Essential
	Application Form/Interview

	Highly developed digital and IT skills, including experience of using a range of Microsoft packages at an advanced level.
	Essential
	Application Form/Interview

	Demonstrable ability to work as part of a team, developing good relationships with other colleagues and a flexible approach to work.
	Essential
	Application Form/Interview

	Ability to work within prescribed procedures and timelines, prioritising appropriately.
	Essential
	Application Form/Interview

	Experience of contributing to the development and/or refinement of IT systems.
	Desirable
	Application Form/Interview

	To convey an appropriate rationale and interest in applying for this particular post.
	Essential
	Application Form/Interview

	Willingness to consider further professional training.
	Desirable
	Application Form/Interview



# Essential - if you do not effectively demonstrate you have this skill, knowledge, or competency we will not be able to shortlist you. Please give detailed answers to provide us with examples.

* Application Form – assessed against the application form, curriculum vitae and letter of support. Applicants will not be asked to answer a specific supporting statement. Normally used to evaluate factual evidence e.g. award of a qualification. Will be “scored” as part of the shortlisting process.  

* Supporting Statements - applicants are asked to provide a statement as part of their application to demonstrate how they meet the criteria. The response will be “scored” as part of the shortlisting process. 

* Interview – assessed during the interview process by either competency based interview questions, tests, presentation etc.
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