[image: image1.png]O
familymediation



[image: image2.png]Member of: e ,

RELATIONSHIPS
ez SCOTLAND

&f mly pp t




           central scotland 
FAMILY MEDIATION CENTRAL SCOTLAND (FMCS)
PART-TIME ADMINISTRATOR
PERSON SPECIFICATION
	QUALITIES/ATTRIBUTES
	ESSENTIAL
	DESIRABLE

	

	EDUCATION/QUALIFICATIONS

	Relevant qualification – e.g. NVQ/SVQ in Business Administration, HNC/HND in Admin & IT.
	
	(

	Higher Grade (or equivalent) Maths and English
	(
	

	

	EXPERIENCE AND KNOWLEDGE

	At least 2 years’ experience of office work.
	(
	

	Dealing with clients/members of the public, both by phone and in person. 
	(
	

	Experience of developing systems and administrative procedures that meet the needs of the organisation.
	
	√

	Use of databases (including development/design).
	
	(

	Ability to manage competing priorities and meet deadlines.
	(
	

	Admin support for a Committee (or similar group), including taking Minutes of Meetings.
	
	(

	Knowledge of voluntary sector and/or experience of working in a small organisation, with need to work flexibly.
	
	(

	

	SKILLS & PERSONAL QUALITIES

	Excellent oral and written communication skills.
	(
	

	Computer literate (e.g. Word, email and updating websites), including advanced Excel and good keyboard skills.
	(
	

	High level of accuracy and attention to detail.
	(
	

	Good organisational skills and excellent time management.
	(
	

	Able to put clients and their children at ease, on arrival at the office, who may present as nervous or challenging.
	
	(

	Good team player, but also takes responsibility for own work, proactive and uses initiative.
	(
	

	Ability to maintain confidentiality.
	(
	

	Reliability, resilience and commitment.
	(
	


