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Person Specification – Office Administrator & Communications Co-ordinator 

Knowledge and Experience 

Essential: 

· At least three years experience of office administration 

· Knowledge and experience of using standard Microsoft packages such as Word, Excel, Outlook and the internet and backing up all records.

· Some knowledge and experience of using an Accounts programme (Quick Books).    

· Knowledge and experience of maintaining filing systems and keeping up to date records.

· Knowledge and/or experience of managing databases.

· Knowledge and experience of processing invoices and dealing with day to day finances. 

· Experience of dealing with enquiries by telephone and e-mail. 

Desirable: 

· Knowledge and/or experience of producing documents in alternative formats.

· Experience for working for a voluntary organisation.

· Experience of planning and organising large mailings. 

· Experience of maintaining a website.
Skills and Abilities 

Essential: 

· Ability to type accurately and proficiently, using a range of formats.

· Ability to work unsupervised. 

· Ability to manage own workload, prioritise work and meet deadlines.

· Ability to communicate effectively.

· Ability to maintain confidentiality and handle difficult situations diplomatically.

Desirable: 

· Ability to take minutes of meetings. 

· Ability to read clearly and fluently.

Equal Opportunities 

Essential:
· Ability to understand and demonstrate commitment to equal opportunities.
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