[image: image1.jpg]2 Community

Support Action Resource Volunteer




BLACKBURN WITH DARWEN COUNCIL FOR VOLUNTARY SERVICE

TRADING AS ‘COMMUNITY CVS’

PERSON SPECIFICATION

JOB TITLE: Older People’s Forum Project Administration Officer
	Customer Care & External Relationships
	Essential Criteria
	Desirable Criteria

	· Excellent approach to customer care with an ability to respond well to all members of the public

· Knowledge and Experience of working with charities, social enterprises and other voluntary, community and faith groups

· Understanding of our diverse community and commitment to equal opportunities with the skills necessary to communicate effectively with all our communities

· Awareness & Understanding of vulnerable people needs and an aptitude for communicating effectively and treating them with respect
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	Knowledge, Skills & Qualifications
	Essential Criteria
	Desirable Criteria

	· Excellent organisational skills

· Excellent working knowledge of administration and information systems
· Excellent communication skills both written and oral

· Excellent telephony skills with a good telephone manner

· A high level of Information Technology literacy with a wide knowledge of Microsoft Office packages, especially databases, spreadsheets, word processing, use of e-mail and the internet, etc.
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	Experience
	Essential Criteria
	Desirable Criteria

	· Experience of working with older people (either in a paid work or voluntary capacity).

· Experience of administration (either in a paid work or voluntary capacity)

· Experience of working on projects
· Experience of data inputting and producing reports from spreadsheets, databases

· Experience of managing incoming and outgoing post, photocopying, preparing mailings  

· Experience of pulling together information for marketing materials
· Experience of provide admin support for training & events
· Experience of maintaining websites
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	Quality of Work: Aptitude, Abilities and Behaviours
	Essential Criteria
	Desirable Criteria

	· To be flexible with the ability to prioritise workloads and work in a busy environment
· Good attention to detail and ability to work efficiently

· Team Player supporting work colleagues

· ‘Can do’ attitude with a willingness to try anything
· Ability to come up with ideas and solutions/ overcome problems by thinking creatively.
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	Special Requirements
	Essential Criteria
	Desirable Criteria

	· Willingness to learn, participate in training when required, and pursuing continuous professional development
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