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Person Specification

Job Title: Administrator/ Receptionist
	EXPERIENCE
	Assessment Method

	· Previous experience in an administrative role.
	Essential
	

	· Experience of maintaining effective office systems
	Essential
	

	· Experience of working within the voluntary sector.
	Desirable
	


	SKILLS & KNOWLEDGE
	Assessment Method

	· Ability to enter and maintain data with a high level of accuracy.
	Essential
	

	· Proficient in the use of Microsoft Office applications, including Word, Outlook, Access and experience of using the internet.
	Essential
	

	· Ability to deal with a wide range of people in a professional and understanding manner
	Essential
	

	· Good general admin skills ie: confident telephone manner, answering enquiries, document collation and filing.
	Essential
	

	· Effective written and verbal communication skills.
	Essential
	

	· Recognised qualification in business administration.
	Desirable
	


	PERSONAL CHARACTERISTICS
	Assessment Method

	· A positive, enthusiastic and organised approach to administrative work with the ability to work on own initiative.
	Essential
	

	· Organised and good time management with ability to multi-task and pay attention to detail.
	Essential
	

	· A committed and effective team player with the ability to work with others and be flexible to meet changing situations and requirements.
	Essential
	

	· An understanding of confidentiality and a willingness to respect operational guidelines regarding confidentiality.
	Essential
	

	· A commitment to and understanding of equal opportunities.
	Essential
	

	· A commitment to ARA’s overall aims and objectives with an ability to present ARA in a way that is consistent with its philosophy.
	Essential
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