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PERSON SPECIFICATION – Pa/Office manager
	ATTRIBUTES
	ESSENTIAL
	DESIRABLE


	QUALIFICATIONS


	· Educated to HND/HNC Level 4 or equivalent.
· Good pass in Higher English.
· Alternatively, qualified by virtue of significant experience in a similar position.

	· Educated to degree level.

	SPECIALIST SKILLS AND EXPERIENCE
	· Ability to co-ordinate specific aspects of a busy office, including diary management, secretarial service, admin and travel arrangements, etc.
· Experience in providing a secretariat service to Boards and Committees, including excellent minute taking skills.
· Excellent IT skills, including familiarity with all aspects of Microsoft Office.
· Relationship Building
	· Some basic experience of HR administration.
· Familiarity with charity/voluntary sector environment.


	PERSONAL QUALITIES
	· Friendly, outgoing personality.
· Patience and ability to deal with difficult people.
· Good telephone manner.
· Good time management.
· Ability to work to deadlines.
· Ability to manage own workload.
· Good oral and written communications skills.
· Discrete.
· Excellent organisational and planning skills.

	



