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Community Action

Person Specification

Employment Programme Administration Officer

We will be looking for evidence from your application that you meet the following criteria.  Evidence may be from paid or voluntary work.

Essential Criteria:

1. Excellent communication and interpersonal skills, communicating potentially complex information across a wide range of audiences.

2. Excellent organisational and co-ordination skills.

3. Ability to use initiative and work without supervision.

4. Ability to react, prioritise and deal with a number of issues at any one time.

5. Pleasant and helpful telephone manner.

6. Able to work under pressure and meet deadlines.

7. Tact and discretion when dealing with sensitive and confidential information.

8. Accuracy and attention to detail is essential.

9. Able to work independently and as part of a team.

10. Flexible approach.

11. Minimum three years previous office experience, to include co-ordinating work of a small team of administration staff, allocating work, monitoring and supervision experience. 

12. Good general level of education to GCSE standard.

13. RSA Stage III typing or able to demonstrate equivalent standard.

14. In depth working knowledge of Microsoft Office (Word, Access, PowerPoint and Excel), in particular able to create and develop Access Databases

15. Experience of using Microsoft Outlook.
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