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	Grants
Administrator
	Person Specification



	We aim to identify the following requirements through:

Application form (A), 

Interview (I) 

Test (at interview if required) (T) 


	EDUCATION, QUALIFICATIONS AND TRAINING:

	Measure 

	Essential 
· Good standard of education (GCSE’s in Maths and English or equivalent). 
· Competent at using Microsoft office applications (Outlook, Word and Excel) and using CRM and database systems in your work
Desirable  
· Current IT and administration qualifications.


	A
A

	EXPERIENCE:
	

	Essential Experience:
· A minimum of twelve months experience of working in an office environment and dealing with members of the public 

· Experience of organising and prioritising your own workload  

· Experience of maintaining and developing filing systems 

· Experience of database inputting and able to work accurately paying attention to detail

· Experience of note taking and letter writing 

Desirable Experience:
· Experience of working within the community/voluntary sector

	A/I
A/I

	KNOWLEDGE:
	

	Essential Knowledge:

· Knowledge of database inputting and able to work accurately paying attention to detail.

	A/I

	SKILLS AND ABILITIES:
	

	Essential Skills and Abilities:

· Strong verbal and written skills to allow effective communication with a wide range of people
· Strong team working skills, capable of collaboration, improvisation and support to colleagues and is able to receive this assistance in return
· Ability to administrate organisational meetings and events 
· Ability to form good working relationships with people from a wide range of social, cultural and ethnic backgrounds to enable you to achieve your goals.

· Ability to prioritise and manage own workload and work independently

· Ability to work to tight deadlines and competing priorities.

	A/I


	PERSONAL QUALITIES:

	

	Essential Qualities:
· A high level of drive and commitment to the VCFS and to Action Together’s mission aims and values.

· Strong team player capable of collaboration, improvisation and support to colleagues and able to receive this assistance in return

· Confident communicator able to understand and be understood by different groups and individuals in various situations and at all levels.

· Ability to form good working relationships with people from a wide range of social, cultural and ethnic backgrounds to enable you to achieve your goals.

· Ability to challenge appropriately where necessary.

· Ability to prioritise and manage own workload and work independently

· Ability to work to tight deadlines and competing priorities.

· A commitment to equality of opportunity for all

· To have a flexible approach to work, and to be prepared to work evenings and weekends as needed.
· Commitment to equality of opportunity and awareness of this in your work.
· Willingness to participate in personal development and training opportunities


	A/I
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