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Person Specification matrix with Essential and Desirable criteria 



	Category
	Criteria
	Essential (E)/Desirable (D)

	
	
	

	Experience
	Senior management or general management experience in a charity, non-profit or similar organisation
	
E




	
	
	

	
	Business development and organisational growth
	E


	
	
	

	
	Fundraising, grant applications and or corporate sponsorship
	E



	
	
	

	
	Managing staff and supervising teams
	E


	
	
	

	
	Financial management including budgeting, financial monitoring and bookkeeping.
	E




	
	
	

	
	Working with Boards or Trustees and supporting governance processes
	E



	
	
	

	
	Organising events and stakeholder engagement
	E


	
	
	

	
	Managing property, facilities, or residential accommodation services including listed buildings
	E




	
	
	

	
	Managing external contractors and service providers
	E



	
	
	

	Education and Qualifications
	Degree or equivalent qualification in business, management, finance, charity management or related field
	D





	
	
	

	
	Professional qualification or training in finance, governance or property management
	D




	
	
	

	
	Evidence of continuing professional development
	D


	
	
	

	
	
	

	Category
	Criteria
	Essential (E)/ Desirable (D)

	
	
	

	Education and Qualifications (Continued)
	Financial processes including bookkeeping, VAT, payroll and financial reporting
	E




	
	
	

	
	Fundraising methods
	E


	
	Marketing, communications and digital platforms including websites and social media
	E




	
	
	

	
	Working knowledge of Microsoft Office and Sage
	E


	
	
	

	
	Employment laws and HR issues
	E


	
	
	

	Personal Qualities
	Fluent in written and spoken English
	E


	
	
	

	
	Strong leadership and organisational skills
	E


	
	
	

	
	Excellent communication and interpersonal skills
	E


	
	
	

	
	Ability to build relationships with stakeholders, trustees and partners
	E




	
	
	

	
	Strategic thinking with the ability to implement organisational objectives
	E



	
	
	

	
	High level of integrity, professionalism and discretion
	E



	
	
	

	
	Ability to work independently and use initiative
	E



	
	
	

	
	Flexible and adaptable approach
	E



	
	Enthusiastic and energetic
	E

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Category
	Criteria
	Essential (E)/ Desirable (D)

	
	
	

	Personal Circumstances
	Ability to work 40 hours per week including evenings and weekends, when required
	E




	
	
	

	
	Willingness to attend events and represent the charity externally
	E



	
	
	

	
	Ability to work on site in London
	E


	
	
	

	
	Permission to reside and work in the UK for at 
least two years already secured	
	
E
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