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PERSON SPECIFICATION – VOLUNTEER DEVELOPMENT OFFICER
	ATTRIBUTES
	ESSENTIAL



	QUALIFICATIONS


	· Substantial practical experience in volunteer/community development and/or administrative support.

	SPECIALIST SKILLS AND EXPERIENCE
	· Good communications and IT skills.

· High level of administrative skills.
· Basic invoice processing.
· Car owner with business insurance cover (mileage paid).
· Customer service

· Working knowledge of Child Protection issues. 

· Working knowledge of health and safety regulations.

· Able to compile statistical reports.

	PERSONAL QUALITIES
	· Friendly, outgoing nature.

· Ability to motivate volunteers.

· Self-motivated, able to work under own initiative to deadlines, and to deal with a broad range of issues.

· Must have a positive attitude to making changes where necessary to improve efficiency and performance.

· Practical problem solving approach and interpersonal skills.



