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Person Specification

	ATTRIBUTE
	ESSENTIAL
	DESIRABLE

	Education
	· Good standard of general education, including English and numeracy.
· A relevant qualification, or proven experience of using IT systems, such as Microsoft Office and databases.
	· SVQ Level 2 (or equivalent) in Business Administration or related subject.
· Additional training in customer service, IT, or office systems.

	Knowledge
	· Understanding of the role of unpaid carers.
· An understanding of confidentiality, data protection (GDPR), and professional boundaries.
	· Knowledge of third sector organisations and support services in Fife.
· Understanding of the challenges faced by vulnerable individuals or groups.

	Experience
	· Experience in a reception or administrative role in a busy office setting.
· Experience dealing with enquiries via phone, email, and in person.
· Experience using office software including Microsoft Office and email platforms.
	· Experience working in a charity or public sector environment.
· Experience supporting events or meetings (e.g. setting up, recording attendance, etc.).
· Experience of managing petty cash.

	Skills/Abilities
	· Excellent interpersonal skills.
· Confident and approachable when engaging with diverse individuals.
· Strong organisational and time-management skills.
· High level of accuracy and attention to detail.
· Ability to handle sensitive information with discretion.
	· Ability to adapt quickly to changing demands and priorities.
· Able to take initiative while recognising the limits of the role.
· Willingness to learn and develop.

	Qualities
	· Friendly, professional, and approachable.
· Reliable, punctual, and self-motivated.
· Flexible and willing to support the wider team.
· Team player with a positive, can-do attitude.
· Committed to the values of Fife Carers Centre.
· Respectful and non-judgmental.
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