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Person Specification:  Data Admin Worker
Essential, desirable skills, abilities, experience, knowledge and special requirements for the post.
Your suitability for this role will be assessed from your completed Application Form, during your Interview and, if appropriate, while delivering any requested presentations.
	
	Essential or Desirable

	SKILLS
	

	You have proven communication skills
	Essential

	You have high quality customer service skills.
	Essential

	You have high quality administrative skills.
	Essential

	You are a highly organised and efficient individual.
	Essential

	You are able to prioritise workload and meet deadlines.
	Essential

	You are an effective problem solver.
	Essential

	You have strong reporting and evaluation skills.
	Essential



	KNOWLEDGE

	You will be confident in your ability to use IT and Microsoft Packages.
	Essential

	Data Management
	Essential

	Legislation and use of GDPR and Data Protection policies.
	Desirable

	Use of telephony, video call and online digital platforms, such as Zoom / Teams.
	Desirable

	The aims and objectives of CACE.
	Desirable

	Use of maintaining or building a website.
	Desirable



	EXPERIENCE
	

	You have experience in a voluntary or a paid role within the Charity sector.
	Desirable

	You have experience with reports, monitoring and evaluation procedures.
	Desirable

	You have experience in website maintenance / content creation. 
	Desirable

	You have experience in using a CRM or database system. 
	Desirable

	You have experience in the use of data analytics.
	Desirable

	You have experience working with or supporting older or vulnerable people. 
	Desirable




	
	Essential or Desirable

	QUALIFICATIONS
	

	Educated to SQA Higher Level qualifications or further education equivalent. 
	Desirable

	Qualification in English language.
	Essential

	Qualification or Training in IT, Data Management, Evaluations, Website Design or Communications. 
	Desirable



	EQUALITIES
	

	Equal Opportunities Role.
	Essential



	OTHER
	

	You have a UK Driving Licence and access to your own vehicle. 
	Desirable
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