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Person Specification

Job title: Programme Assistant (Rights and Justice)

This person specification sets out the qualities we are seeking for this post. Please ensure that your application demonstrates how you meet these criteria. You may include voluntary, unpaid and paid work. 

Overview

We are looking for a person with a personal commitment to the mission of the Trust and capacity to undertake the administrative duties for the Rights and Justice programme. They will bring experience of working in/with voluntary organisations and knowledge of issues relevant to JRCT’s Rights and Justice programme, in particular racial justice and migrant justice. 

We seek a thoughtful, strongly motivated, accountable, energetic, and congenial individual with excellent organisational and communication skills. The work is highly detail-oriented and requires the ability to use initiative and anticipate outcomes, multi-task and work flexibly.

The successful applicant will be able to communicate effectively with people from different cultures/identities and organisations, and be able to handle sensitive and complex information. They will need to be able to plan ahead and prioritise multiple jobs, work independently and as part of a small team, and have excellent administrative skills and willingness to learn.

Experience

You will have: 
· experience of working in the voluntary sector or other social change organisations (either in a paid or voluntary capacity)
· experience of working on a high-volume and complex programme providing administrative support
· experience in and/or knowledge of fields relevant to JRCT's Rights and Justice  programme
· lived experience of some of the social issues and injustices that the Trust is seeking to address through its programmes 
· experience of using databases for record-keeping and managing data
· experience of basic research 
· experience of supporting different aspects of a project cycle (e.g. planning and development, due diligence, monitoring) is desirable

Skills and abilities 

You will have:
· ability to prioritise own workload, plan ahead, and manage tasks to meet multiple and overlapping deadlines and to deal with any unexpected or non-routine tasks
· motivated and disciplined with significant personal accountability 
· flexibility, adaptability, and curiosity with the ability to anticipate and solve problems proactively
· excellent analytical, oral, writing, and organisational skills with attention to detail
· good literacy and numeracy skills
· ability to record and maintain information to a high standard
· ability to build professional relationships and communicate effectively and appropriately with people from different cultures/identities and organisations at all levels
· technologically proficient with excellent IT skills, including use of databases, Microsoft Office applications, and project management tools
· well-developed empathy, emotional intelligence, and interpersonal skills, including proven ability to work supportively in a team environment
· an understanding of the need to maintain confidentiality in all areas of work including phone conversations, written materials and computerised materials and processes


Other 

You will:
· have a personal commitment to the Quaker values that underpin the work of the Trust
· be committed to promoting anti-oppressive practice in all aspects of the role
· [bookmark: _heading=h.9f9j832ew5e4]be flexible and able to travel and stay overnight occasionally
· be willing to work on one-off evenings 
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