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PA/Admin Support to Management Team

Person Specification
Sight Support Hull & East Yorkshire is a local independent charity offering help and support to people with sight loss. The position is hands on and very diverse. 
The successful candidate will bring experience and enthusiasm to this position and be understanding of those with sight loss. It is important the candidate is an excellent communicator and administrator and is an organised individual. Candidates should be prepared to demonstrate these skills at interview.

	Criteria
	Essential
	Desirable

	Experience
	
	

	Experience in a similar position
	X
	

	Experience of organising meetings and taking minutes 
	X
	

	Qualifications/Personal Training
	
	

	GCSE Maths & English
	X
	

	Educated to NVQ Level 3 in Business Administration or equivalent and/or have significant experience
	
	X

	First Aid qualified
	
	X

	Hold a full driving licence & has use of  a vehicle
	
	X

	Knowledge
	
	

	Knowledge and understanding of confidentiality and General Data Protection Regulations
	X
	

	Knowledge of sight loss 
	
	X

	Skills
	
	

	Excellent IT skills including email, spreadsheets, word processing, databases, Power Point 
	X
	

	Excellent interpersonal skills 
	X
	

	Excellent organisation and administration skills 
	X
	

	Excellent communication skills 
	X
	

	Personal Qualities
	
	

	Uses initiative and is able to work with minimal supervision 
	X
	

	Honest and trustworthy
	X
	

	Ability to work as part of a team 
	X
	

	Friendly, professional and approachable
	X
	

	Empathetic 
	X
	

	Loyalty and high level of confidentiality  
	X
	

	Ability to work in a positive and proactive manner
	X
	

	Patient and calm
	X
	

	Flexible in relation to working hours
	X
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