CSIE Administrator
Person Specification
	
	Essential
	Desirable

	Personal Qualities
	Ability to organise workload independently and manage time effectively.
	

	
	Firm commitment to collaborative working and shared responsibility.
	

	
	Readiness to expand on existing skills, knowledge and experience.
	

	
	
	Commitment to seeking constant improvement in service provision.

	
	
	

	Skills and Knowledge
	Ability to understand and manage business accounts.


	

	
	Effective verbal and written communication skills.


	

	
	Competence in IT skills, including word processing and data management.
	Expertise in Microsoft Office software and a willingness to learn new packages as required.

	
	
	Expertise in web development.



	
	
	Knowledge of legislation and guidance relevant to companies and charities.

	
	
	

	Qualifications and Experience
	Good track record in office administration.
	

	
	
	Good track record of working in a team.



	
	
	Good track record in fundraising.



