Action in rural Sussex - Person Specification

Position:
Queen’s Green Canopy Administrator – 14 hours per week
	Criteria
	Essential
	Desirable

	Education and qualifications

	4 NVQ Level 2 or equivalent qualifications, including English and Maths
	

	Knowledge, skills and abilities
	Excellent communication and social skills both written and verbal  and ability to behave confidently in varied social situations
Ability to work on own initiative and as part of a team, 

Ability to organise and prioritise own work

Ability to set up and operate office systems 

Excellent interpersonal skills
Excellent knowledge of, and ability in using, Microsoft Office Programmes- including Word, Excel, PowerPoint, Teams and Outlook.
Confident and friendly telephone manner

Good eye for detail and pride in work

	Experience of managing and developing simple projects without supervision 

An understanding of voluntary organisations 
Reasonable minute taking skills

Good networking skills



	Experience


	Experience of working as part of a team in an administrative role

	Experience of running social media campaigns (Twitter, Facebook, etc.) 

	Personal attributes


	Flexibility to respond to changing demands

Self Motivated and proactive
Positive and enthusiastic manner
Willingness to learn new skills.

Team Player

Solution focused approach

	A demonstrable enthusiasm for the project and its ethos and a personal interest in the rural environment 

Interest in community engagement 

Enthusiasm for the ethos of the QGC project

	Other (eg driving licence or access to private means of transport or ability to demonstrate how they will meet this requirement)
	Access to private transport for work purposes


	Ability to travel to occasional meetings outside the office




July 2021
