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Person Specification for HR and Finance Officer
	Requirement
	Essential
	Desirable
	Method of Assessment

	Qualifications
	· Educated to A level standard
	· CIPD Level 3 or equivalent.
· AAT qualification or equivalent experience.
	· Application

	Experience
	· Experience in HR administration and financial management.
· Experience working in NHS primary care or healthcare setting.
· Knowledge of employment legislation.
· Understanding of NHS General Practice contracts and QOF.
· Strong organisational and analytical skills.
· High level of discretion and confidentiality.

	· Experience using BrightHR or similar HR systems.
· Knowledge of NHS Pension Scheme processes.


	· Application
· Interview
· References

	Skills and Attributes
	· Ability to interpret NHS and legal guidance into practical actions.
· Strong written communication and reporting skills.
· Excellent attention to detail.
· Ability to manage multiple priorities.
· Professional, impartial, and solution-focused approach.

	


	· Application
· Interview
· References
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