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INCLUSION ALLIANCE
POST-OFFICE ADMINISTRATOR

PERSON SPECIFICATION

An experienced administrator who will manage Inclusion Alliance’s day-to-day administrative and financial duties, this will include record keeping and recording, mail processing and financial transaction processing using SAGE accountancy system.

The role may involve recording minutes and inputting information into the computer system therefore a high level of attention to detail is essential.

A strong service-driven customer focus is essential to this role, along with a positive, problem solving approach. 

It is a given that the role holder will be comfortable with maintaining day-to-day financial controls and processes and have the ability to problem solve with financial systems.
A strong commitment to the values of the organisation is required, along with a desire to make a positive contribution to the organisation. 
WORK EXPERIENCE

Essential

· Excellent verbal and written communication skills

· Excellent numeracy skills

· Excellent practical financial skills and experience, e.g. accurate financial reporting using SAGE 50 accounts package
· Ability to co-ordinate and prioritise tasks

· Knowledge and maintenance of financial systems 

· Accutane recording of meetings and developing minutes for such meetings

· Working knowledge and experience of Excel and SAGE (or equivalent)
· Ability to produce invoices and monitor payments through SAGE

Desirable

· Ability to demonstrate understanding and knowledge of General Data Protection regulations.

· Training/Qualification in relation to SAGE accountancy packages or similar.
ABILITIES

Essential
· Computer literacy and good administrative skills, including record keeping.

· Ability to produce clear and easily understood financial reports using SAGE accountancy system.
· Ability to problem solve with SAGE system
· Commitment to a non-judgemental ethos and understanding of need to work with people to effect positive changes

· Commitment to organisational values
· Ability to work as part of a small team 
· Willingness to undertake training and development opportunities applicable to the role
PERSONAL TRAITS/QUALITIES

Essential

· To be able to work effectively and flexibly within the changing demands of the organisation.

· To be able to develop good working relationships with suppliers and partnership across a range of voluntary organisations, statutory bodies, etc.
· To have highly competent telephone and communication skills




TECHNICAL KNOWLEDGE

· SAGE or other accountancy packages.

· Committed to on-going CPD

· Excel
· Microsoft Word
