[image: image1.jpg]CAPS

T

Independent Advocacy



CAPS Independent Advocacy
Personnel and Administration Officer
PERSON SPECIFICATION
ESSENTIAL

· Experience of managing staff records e.g. contracts, sickness and annual leave and ensuring efficient relevant record keeping;
· Experience of procuring office supplies and services;

· Excellent knowledge of Data Protection and GDPR as well as experience of conducting data protection impact assessments and writing privacy notices;
· Experience of processing financial information including income and expenditure;
· Experience of using IT packages including SAGE and Microsoft Office software including Excel, Access, Word and Outlook;

· Excellent IT knowledge and ability to fix minor problems relating to laptops, mobile phones and internet connections;
· Knowledge of Health and Safety issues relating to office working; 

· Excellent organisational skills and be able to plan and prioritise your workload to ensure all regular tasks are completed accurately as well as allowing for unexpected or unplanned tasks which are time sensitive;
· Excellent communication skills and the ability to communicate with a wide variety of organisations, services and people in a non-discriminatory way.
DESIRABLE
· Have an understanding of Independent Advocacy:
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