	PERSON SPECIFICATION


	Job Title: Administrator 
	Full Time/Part Time: Full Time 35 hours per week

 

	Service: Monklands Women’s Aid
	Salary: £******

	Department: Administration
	Responsible To: CEO/Business & Finance Senior

	Location: Airdrie Office (with travel to the Cumbernauld office, refuge accommodation and other locations to support the effective operation of Monklands Women's Aid).

	Date Completed: July 2026

	CRITERIA
	ESSENTIAL
	DESIRABLE
	
	

	1. PERSONAL QUALITIES
	Commitment to the values, ethos and principles of Monklands Women's Aid.
Reliable, flexible and adaptable.
Professional, approachable and respectful in dealings with colleagues and external organisations. 
Commitment to equality, diversity and anti-discriminatory practice.
Ability to remain calm under pressure and use initiative.
Self-motivated with the ability to work independently.
Willingness to undertake training and professional development.
Excellent interpersonal and communication skills.
	
	
	

	2. QUALIFICATIONS
	HNC/SVQ in Business Administration (or equivalent qualification). 
Or significant relevant administrative experience.
	Relevant qualification in accounting/finance or housing/property administration.
	
	

	3. EXPERIENCE


	Experience of working in a busy office environment.
Experience of maintaining electronic and paper records and filing systems.
Experience of working with confidential and sensitive information and an understanding of GDPR requirements.
Experience of financial administration, including invoice processing and/or payment administration.
Experience of using databases and maintaining accurate records.

	Experience of accommodation, property or housing administration, including recording repairs, inspections or maintenance issues.
Experience of liaising with contractors, suppliers, landlords, utility providers or other external organisations.
Experience of Housing Benefit or other housing-related administration.
Experience of working within the third sector.
Experience of using Xero.
Experience of using OASIS or a similar database/case management system.
Experience of working within a Violence Against Women organisation or domestic abuse service.
	
	

	4. SKILLS AND ABILITIES APPLICABLE TO POST

	Experienced in IT skills, including Microsoft Word, Excel and Outlook.
Excellent written and verbal communication skills.
Excellent organisational and time management skills.
Ability to prioritise and manage a varied workload.
High level of accuracy and attention to detail.
Ability to work independently and as part of a team.
Ability to maintain confidentiality and deal with sensitive information professionally.
Professional and empathetic telephone manner.
Ability to build positive working relationships with colleagues, contractors, suppliers, landlords and external organisations.
	
	
	

	5. KNOWLEDGE
	Understanding of confidentiality and the importance of safeguarding sensitive information. 

Awareness of equality, diversity and inclusion. 

Understanding of GDPR and information governance.
	Knowledge of domestic abuse and its impact on women, children and young people. 

Awareness of trauma-informed practice. 
Knowledge of the benefits system.
	
	

	6. SPECIALIST JOB REQUIREMENTS

	This post is open to women only under Schedule 9, Part 1 of the Equality Act 2010 as a genuine occupational requirement.
Satisfactory PVG Scheme membership.
Full UK driving licence and access to a vehicle.
Ability to travel between Monklands Women's Aid offices and other locations as required.

Ability to meet office opening hours of Mon – Thurs 9am – 4pm and Fri 9am – 1.30pm. 

Some out of hours work may be required. 

Flexible approach to working.
	
	
	

	Prepared by: Business & Finance Senior
	Approved by: CEO

	Date: August 2026

	

	
	
	


