
Person specification – Senior Administrator  - 7 hours per week Flexible working hours 
	

	Job Title:  Senior Administrator 
	North Wales Regional Equality centre  (Conwy) 

	

	

	Criteria
	Essential
	Desirable

	Skills required
	· Excellent presentation and communication skills, both verbal and written

· Strong organisational skills

· Excellent IT skills, including word-processing, multi media and spreadsheets
· Excellent people skills
· Ability to prioritise, work under pressure and to meet strict deadlines

· Good numeracy skills
· Knowledge of human rights and equalities 
· Organising  and overseeing steering groups

· Ability to travel widely within North Wales
	· Ability to use database packages, or willingness to learn
· Experience of supporting 

· Experience of working with ethnic minorities 


	Attainment
	· A good degree in any subject or equivalent work based experience 
	· Experience of using Macromedia applications for web authoring

	Knowledge
	· An excellent working knowledge of Microsoft Office products eg Word, Excel etc

	· Knowledge of finance, budgets and purchasing procedures

	Relevant experience
	· Experience in providing general administrative and financial management support
· Maintaining an organisational infra structure 

	· Experience of working in the voluntary sector and/or within a project-based environment 

· Experience of taking minutes of meetings



	Disposition
	· Ability to work independently on own initiative and also to contribute as part of a team 

· Willingness and ability to be flexible

· Ability to get on well with a wide variety of people
· Strong adherence to ethical values

	· An interest in issues relating to teaching and learning              


	
	



