St George and All Saints Tufnell Park 
Administrator
Person Specification

	Essential
	Desirable
	Assessed by

	1. Commitment to the work of the church at the heart of the local community and empathy with the church’s mission 
	Experience of faith community

Experience of working in a church setting

Knowledge of Anglican Church structures 

	Application form, interview

	2. Experience of working in an administrative role, carrying out a broad range of office tasks; accurate, fast typing; and thoroughly competent in using Microsoft Office, especially Word, Excel and PowerPoint and Google Workspace. 

	Understanding of GDPR 

Experience using ChurchSuite database

Experience in updating simple websites e.g. Squarespace
	Application form, test

	3. Clear communication skills – face to face, telephone and in writing.
	



	Application form, test, interview

	4. Ability to use own initiative, and to manage own time effectively, as well as contribute effectively to a team. 

	Experience both of lone working and working in a team

	Application form, interview

	5. Ability to prioritise and to balance routine tasks with developmental and proactive work

	
	Application form, interview

	6. Numerate and confident in using accounting packages – and willingness to learn Xero (training provided) 

	Competence in using Xero
	Application form, numeracy test

	7. Experience of maintaining databases, with a high attention to detail.
 
	Experience of supporting a committee in not for profit and/or faith setting


	Application form, test, interview

	8. Ability to deal sensitively with people in distress and to maintain confidentiality



	Experience of working frontline with the public 

Understanding of safeguarding issues
	Application form, interview

	9. Ability to build new relationships with potential room hirers and maintain good relationship with existing users 

	

	Application form, interview

	10. Commitment to social justice and equality of opportunity

	
	Application form, interview

	11. A positive ‘can do’ attitude 
	
	Interview



