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PERSON SPECIFICATION

Job Title:

Office Manager  
Function:

To create an office environment and systems to allow the organisation to operate at its fullest potential.
	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	ASSESSMENT METHOD

	
	
	
	

	Education and qualifications


	
	· A degree or relevant professional qualification
	· Application form

	Experience and knowledge
	· Experience of IT systems (outlook, SharePoint, timesheets).

· HR experience 

· Working in a team 

· Basic financial experience (petty cash, comparison for insurances etc.) 
	· Understanding of cross-cultural work with BAME families.

· Knowledge of corporate governance legislation (Charities).
	· Application form/interview/references

	Skills and Abilities 
	· Excellent communication skills 

· IT skills 
· Ability to record and share information.

· Ability to manage own time, as well as communicate with staff/board re meeting dates etc.

· Problem solving skills

· Organisational skills
	· Ability to speak a relevant community language

	· Application form/interview/references

	Personal Qualities and Attitudes
	· Strong ethical commitment to the aims and values of MCFB

· Commitment to anti-oppressive practice

	
	· Application form/interview/references


