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Person specification
Education/qualification and training										Assessment					
Knowledge/skills

Good written and verbal communication skills and the ability 
to work with a wide range of people, including trustees, 
members, staff, staff & managers of other agencies		Essential	AP, I, T

Strong management skills						Essential	AP, I, P

Systematic approach – Completer/finisher				Essential	AP, I, P

Knowledge and clear understanding of charity law and 
working within the voluntary sector					Essential	AP, I, P

Computer literacy, able to use Outlook, word, excel		Essential 	AP, I, T
					
Knowledge of Health & Safety and employment legislation	Essential	AP, I

Knowledge of QuickBooks or similar or 
Ability to learn software quickly 					Essential	AP, T
	
	 
Experience

Minimum of 3 years proven experience managing and 
directly supervising staff						Essential	AP, I

Minimum of 2 years proven experience of book keeping		Essential	AP, I

Experience of working within an inner city 
multi ethnic environment						Essential	AP, I

Minimum of 2 years experience of managing a busy 
office including IT soft and hardware				Essential	AP, I

Experience of working at a strategic level developing		Essential	AP, I
Strategic plans

Experience of providing first line IT advice				Essential	AP, I
Experience of advising on HR issues				Essential	AP, I
Experience of managing personnel systems			Essential	AP, I

Other requirements
A knowledge of and commitment to diversity and 
equality policy practice						Essential	AP, I

Willingness and ability to work flexibly to meet 
job requirements							Essential	AP, I

Ability to work occasional evenings and weekends			Essential	AP
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