LWA – LIVING WITHOUT ABUSE

Post of Office Coordinator
Person Specification

While no specific formal qualifications are considered essential for this post, it does require a range of skills, knowledge and experience appropriate to the job.  The following are considered to be:
Essential Requirements:

1. Experience of working within a busy and demanding office. 

2. Experience of working with people and communicating effectively across organisations.

3. Experience of organising meetings and events.

4. Knowledge of day-to-day Health and Safety practices, including basic risk assessments and safety checks.

5. Excellent communication and interpersonal skills.

6. Excellent IT skills, including Word, Excel and Outlook.

7. Excellent accuracy and attention to detail skills.

8. An ability to plan, self-organise and monitor activities in a logical and consistent manner, using appropriate information systems and tools.

9. An ability to work as part of a team, to work reliably and responsibly with internal and external colleagues.

10. An ability to work under some pressure and to manage a varied workload effectively.

11. Willingness to work flexibly in response to the needs of colleagues and organizational aims.

12. A methodical and patient approach to work tasks.

13. An ability to use own initiative and to make appropriate decisions with minimal supervision within boundaries set by line manager.
14. An ability to work to appropriate levels of confidentiality.

15. Commitment to equal opportunities practice.

In addition to the above essential requirements, the post would benefit from the following:

Desirable Attributes and Experience:

· experience of working for in the voluntary sector
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