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Person Specification

Post: Office Administrator
Essential criteria

1. Two years’ office experience working with a wide range of general admin/finance procedures (e.g. dealing with enquiries and correspondence, ensuring the smooth running of the office, liaising with contractors, ordering supplies, invoices, petty cash, filing, etc).

2. Experience of arranging and servicing meetings, including booking venues, taking minutes and circulating relevant documents to those taking part.

3. A good telephone manner and good communication skills, both written and verbal, with the ability to communicate with the team and the public at all levels.

4. Excellent IT skills, to be fully competent with all Microsoft Office software.
5. The ability to set up record keeping systems and new administrative procedures as the organisation grows and keep them up to date.

6. The ability to keep accurate financial records.

7. The ability to prioritise workload to meet deadlines, manage several tasks concurrently and work under pressure.
8. Excellent teamwork skills in delivering admin support.
9. Excellent attention to detail and accuracy and presents work to a high standard.

10. Ability to work on own initiative and able to demonstrate problem solving ability.
Desirable criteria

1. Experience of using accounting software.

2. Experience of working in the voluntary sector. 
