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	Administrator (Tameside Community Wellbeing Programme)
	Person Specification



	We aim to identify the following requirements through the:

· Application form (A), 

· Interview (I) 

· Test (T) 

that you will be asked to complete if interviewed.


	EDUCATION, QUALIFICATIONS AND TRAINING


	Measure 

	Essential Criteria
· Good standard of education (at least A-C in GCSE Maths, English or equivalent) 

· Evidence of commitment to ongoing professional development.
· Experience in an administrative role.
	A

A

	Desirable criteria 
· Qualification in business administration.

	A

	Experience

· Experience of working within either a voluntary, community, faith and social enterprise (VCFSE) or public sector organisation.

· Experience of developing successful working relationships with colleagues and partners from other agencies.

· Experience of dealing with enquiries from the public over the phone and face to face.

· Significant experience of keeping accurate records and using systems to support this e.g. databases/Excel etc.

· Experience of all aspects of setting up meetings e.g. diarisation, practicalities, preparing agendas/paperwork, manging distribution lists etc.

· Experience of producing high quality written and verbal reports.

· Experience of raising invoices and purchase orders.

· Experience of working in a busy office environment.

· The knowledge and skills to use Microsoft office applications (Outlook, Word processor, Excel and database) to a high level of competence. 

· Working knowledge of data protection practice, and the importance of this.

Knowledge

· Understanding of VCFSE sector, and the pressures facing it. 

· Understanding of public sector, and the pressures facing it. 

· Knowledge of the principles of social prescribing and the VCFSE Sector’s role in such programmes.

· Understanding of the health and care system and where social prescribing fits.

· Working knowledge of data protection practice, and the importance of this.

· Commitment to working with people to improve their wellbeing, and understanding that everyone has something to give, without exception. 

Skills and personal qualities

· A high level of drive and commitment to the VCFSE and to Action Together’s mission aims and values.

· Solution focused.

· An exceptionally high level of organisational skills.

· A professional telephone manner.

· Ability to communicate confidently, effectively and with empathy with people from a diverse range of backgrounds, and to discuss sensitive topics over the phone.
· 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.

· 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 effectively prioritise and manage own workload.

· Ability to work to tight deadlines and competing priorities.

· Reliable.
· 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.

· To be able to travel around Tameside in order to carry out aspects of the work. 
	Measure

A/I for all

	Desirable Criteria
	

	· Experience of representing your organisation professionally at partnership meetings. 

· Experience of researching and presenting findings.

· A personal commitment to community action.
	Measure

A/I for all
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