Administration Assistant - PERSON SPECIFICATION 

	
	Essential
	Desirable
	

	
Education
	
Minimum of GCSE grade C or above in English and Maths

	
Admin NVQ qualification desirable

 
	
Ideally able to demonstrate capability to HND Level


	
Previous work 
	
Minimum  of  5 years previous experience of working in clerical / admin post

Experience of basic book keeping and accounts

	
Previous experience of administration in the Voluntary  sector

Experience of minute taking and production
	

	

Skills and knowledge
	
Proficient in MS Word, Outlook, Excel, Powerpoint,
Explorer 


Proficient in use of Quickbooks Instant accountancy software.



	
Working knowledge of local government and Voluntary Sector administration.  

Understanding of Voluntary Sector Funding and submitting funding bids.

Experienced in Health and Safety procedures within a workplace 

Strong  report writing  skills

Ability to work under pressure and to deadlines 

Able to anticipate problems and recognise the strategic consequences of ideas and actions 
	
Local government qualification, as detailed above.


SAGE and /or other finance software training.


Recognised financial management qualification.

Attendance on recognised Health and Safety training.

	
Personal Qualities
	
Good communication skills including telephone answering and dealing with correspondence.

Flexibility to work outside office hours on very occasional basis


	
Ability to generate ideas and consider strategic issues


	
Assertiveness training.

Communication skills training.

Time management.

Leadership skills

	
Other
	
Ability to attend evening meetings and willingness to work at weekends if necessary


Willingness to undertake relevant training to enhance their role.

	
Access to or use of own transport
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