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	Essential
	Desirable
	Method of assessment

	WORK RELATED EXPERIENCE
	
	
	

	Excellent office, administrative and customer service skills, with proven experience
	*
	
	Application Form/interview

	Be able to work in an organised and methodical way and work to deadlines
	*
	
	Application Form/interview 

	Able to communicate with a wide variety of people, both verbally and in writing
	*
	
	Application Form/interview

	Proven experience of community work/or direct work within the community
	*
	
	Application Form/interview

	Experience of working on Reception
	*
	
	Application Form/interview 

	Proven experience working in partnerships with voluntary, public and/or statutory agencies
	*
	
	Application Form/interview

	SKILLS AND ABILITIES
	
	
	

	Excellent customer service and interpersonal skills
	*
	
	Application Form/interview

	Ability to manage financial transactions and invoicing 
	*
	
	Application Form/interview

	Ability to work on own initiative
	*
	
	Application Form/interview

	Ability to manage and prioritise workload
	*
	
	Application Form/interview 

	Ability to contribute to evaluations and monitoring and record keeping for the Centre as required
	*
	*
	Application Form/interview

	Empathetic, supportive approach to working with children, families and volunteers
	*
	
	Application Form/interview

	KNOWLEDGE
	
	
	

	Excellent knowledge of Microsoft Office programmes
	*
	
	Application Form/interview

	Experience of CRM systems, ie; Salesforce
	
	*
	Application Form/interview

	Educated to minimum of Level 2; ie; 5 GCSE’s including English.
	*
	
	Application Form/interview

	A good understanding of Health & Safety responsibilities & checks
	*
	
	Application Form/interview

	Administrative qualification 
	
	*
	Application Form/interview

	CIRCUMSTANCES
	
	
	

	Excellent attention to detail
	*
	
	Application Form/interview

	Full commitment to the designated shift pattern; 8am – 1pm
	*
	
	Application Form/interview

	Non-judgemental approach to working with others, with a good understanding of equality & diversity.
	*
	
	Application Form/interview
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