/\
PILGRIMS’

FRIEND . .
SOCIETY Person Specification
Job Title: Administrator

Notes of Guidance for
Candidates

For each criteria, you must show in your application form how you meet that criteria in order to be
shortlisted for interview. The information you give on your application form will be expanded upon at
interview. By the end of the selection process you will need to have demonstrated that you meet all
the criteria on this Person Specification to be considered for appointment.

Attributes

Essential Criteria

Desirable Criteria

Personal
Attributes, Values
& Behaviours

Helpful, positive andrespectful to all
Willingnesstorespectresidents
intheir Christian faith

Apositive attitude towards the
Pilgrims’ Friend Society andits
wider aims and objectives
Amature attitude; abletobe
assertive without aggression
Calmnessinallsituations -
ability tobe dependedupon

by others

* Interestincurrent affairs,
particularlyinrelation to social
care would be helpful

Experience

Relevant office experience

= Experience of basic payroll
terminology is useful

Skills & Abilities

Good organisational skills
Able towork effectively alone and

aspart of ateam

Ability to learn new skills

Ability touse initiative and problem-
solve

Must be fully computerliterate and
familiarand comfortable using
Microsoft Word, Excel and Outlook
Good social skillsand professional

manner
Able and willing to maintain
confidentiality

Able to organise ownwork and
take full responsibility forit
Ability toworkunderstressand
cope with many things happening
atonce

Mental stamina (able to “keep going”

through a busy day)
Comfortable towork with
figurese.g. calculating staff
hours

Bookkeeping skills
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Knowledge

» Abasicunderstandingof the
needs of older people
» Recruitment process

Qualifications
& Training

Good literacy and numeracy skills
Willingnessto participatein
trainingand attend relevant staff
meetings

Awareness of self-development

Communication Skills

Customer care skills
Communicate effectively at all levels

Goodinterpersonal skills
Goodrecording skills

Ability to communicate
effectively with other staff,
elderly service users and their
relatives, visitors and others
Ability tocompose business
letters/emails etc

Good telephone manner

Other Special
Requirements

Willingnessto beflexiblein
working pattern

Goodgeneral healthand physically
capable of carrying out tasks
involved
Willingness to putinextra effort
when needed

Recognition that this is an
important role, requiring a high
level of commitment and sense of
responsibility

Must live withincommuting
distance of the work place
Committed, Protestant Christian
able to provide a testimony of
conversion, a minister’s
reference and subscribe toour
Doctrinal Basis

Note: We will consider reasonable adjustments to the working environment or the job structure to
enable a suitably qualified disabled person to hold this post.
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