PERSON SPECIFICATION

	CRITERIA
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS
	5 GCSE grade C or above, including English and Maths or equivalent  qualifications or experience
	Higher educational qualifications

	EXPERIENCE

	3 years use of MS Office including Word/Excel and email or equivalent software
3 years administrative or professional/managerial/PA  role(s) with significant administrative component 
	Experience of using databases, list management
Minute/ Note taking
Working independently of day-to-day supervision

	KNOWLEDGE

	Confidentiality good practice and Data Protection Act
A range of secretarial processes / Admin procedures 
Proficient in Microsoft Word and Excel or similar
Use of zoom or similar
	Quaker practices & business methods 
Knowledge of H&S issues
Arranging and hosting of zoom meetings


	SKILLS

	Good listening and communication skills – written and verbal.
Ability to work autonomously and within a team
Organisational skills – Prioritising  and Managing workload 
	Database skills;  Microsoft PowerPoint
Website use/maintenance using Wordpress or similar Content Management System

	OTHER REQUIREMENTS

	Able to deal with Friends, colleagues, and members of the public in a courteous and helpful manner
Able to work under pressure to meet deadlines.
Reliably discreet and on all confidential or sensitive matters.
Flexible, adaptable to change.
Proactive – able to recognise what (else) may need to be done and either do it or suggest how it may be done
Willingness to learn and take on responsibility for other tasks. 

	To live within the Luton and Leighton Quaker Meeting area (which is an egg shaped area from Watford in the south to Bedford in the North)  or within easy commute





