Home-Start is committed to safer recruitment practice as an important part of safeguarding and protecting children and vulnerable adults


Person Specification – Administration Assistant (Inverclyde)
Essential and desirable skills, abilities, experience, knowledge and special requirements for the post. This form also indicates how the different requirements may be assessed during the selection process:  
 

A = Application Form, I = Interview, E = Exercise

 

	Person Specification – Administration Assistant

	ESSENTIAL skills, knowledge, and Experience
	Method of Assessment

	 
	A
	I
	E

	Education and qualifications
	 
	 
	 

	English qualification SCQF Level 4 or above (Standard Grade / Intermediate 1 / National 4)
	
	
	

	 
	
	
	

	Skills and experience
	
	
	

	Previous administrative experience
	
	
	

	Working knowledge of Microsoft Office particularly word and excel 
	
	
	

	Strong organisational skills and attention to detail
	
	
	

	Excellent communication and interpersonal skills
	
	
	

	Experience of maintaining accurate records
	
	
	

	
	
	
	

	 
	
	
	

	Personal attributes
	
	
	

	Enjoys working in a small, dynamic team
	
	
	

	Ability to use own initiative
	
	
	

	High degree of integrity and reliability, discretion, and diplomacy
	
	
	

	Commitment to good safeguarding practice and need for professional confidentiality
	
	
	

	Always willing to go the extra mile
	
	
	

	Ability to multitask and cope with changing priorities
	
	
	

	Passion for the charitable sector and for helping others
	
	
	

	DESIRABLE Skills, knowledge, and Experience


	
	
	

	Working knowledge o of Sharepoint
	
	
	

	Qualifications in administration and /or office practice
	
	
	

	Knowledge and experience of logging accurate data entries
	
	
	

	Knowledge and experience of petty cash processing
	
	
	

	Awareness of the support children’s charities can provide
	
	
	

	Experience of working within a voluntary organisation
	
	
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