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PERSON SPECIFICATION

POST:
Research and Administration Officer

GTSIN are looking for a person who is organised and professional, with experience of administration and basic research, or at least the demonstrable ability to learn these tasks. Full training and induction will be given to the successful candidate to enable them to understand the complex relationships and responsibilities of GTSIN.

Essential

· A degree or other demonstrable experience of synthesising information from a range of sources into essays, papers or similar.   

· A reasonable knowledge and understanding of the third sector and the public sector.  

· Excellent written and verbal communications skills.

· Ability to plan and manage workloads to meet deadlines.

· Experience in Word, Excel and Outlook.

· Experience and awareness of social media and other marketing and information tools.

· Willingness to learn and to develop self.

· Good interpersonal skills and the ability to work with people from a range of backgrounds in a range of organisations.

· Flexible approach to working hours with occasional additional hours.

· A good work ethic.

Desirable

· A healthy work/life balance.

· An understanding of equalities and diversity

· Experience of working in the voluntary sector.

· A degree in one of the social sciences, law or a similar area.

· Experience of providing administrative services to meetings.

· Experience of website development.

· Experience of creating and managing mailing lists.

· Experience of using databases and/or mailing lists.

· Understanding of political processes and good political nous.
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