BELFAST AND LISBURN WOMEN'S AID

PERSONNEL SPECIFICATION

 ADMINISTRATIVE WORKER – Part Time
	
	ESSENTIAL


	DESIRABLE

	Experience
	· Experienced Administrator with a minimum of 2 years recent experience in a busy office environment

· Experience of using MS Word, Excel and Access (or other databases) at work

	· Experience of providing secretariat to meetings including minute taking

	Skills and abilities


	· Excellent organisational skills
· Efficiency and the ability to multi-task
· Ability to communicate at all levels within a work environment


	

	Knowledge


	
	· Knowledge of the work of Women’s Aid and commitment to the vision and ethos of the organisation



	Qualifications


	· GCSE Maths and English (or equivalent)
	· Recognised Secretarial or Business Admin qualification



	Other 


	· Previous experience of dealing with confidential information


	


