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PERSONAL ASSISTANT and Administration Manager
Person Specification
	Requirements
	Essential
	Desirable
	Evaluation
Application Form
/Interview or practical test

	Education and Qualifications
	Relevant professional qualification and/or equivalent experience of working in administration 
	Attended in-house or professional training or refresher training in the last two years
Attended advanced level administration training by a recognised provider 
	Application form and certificates

	Experience

	Recent or ongoing experience of acting as a PA, Office Manager or administrator for an organisation. 
Transferable experience in a comparable role.
Experience of dealing with administration queries and complaints.
	At least two years of experience as an Administration Officer, Office Manager or Personal Assistant.
Experience of managing multiple administrative tasks in a professional manner.
	Application form & Interview


	Knowledge
	Have an understanding of: 
The principles and importance of information sharing and confidentiality including data protection requirements
Current administration practice and thinking
	Have an understanding of: 
The United Reformed Church 
The remit and working of key professionals in the area with whom you will be in contact.
	Application form & Interview

	Skills, Abilities and Attitude
	A commitment to administration and to working within the Synod and URC to uphold their expected standards of administration 
Ability to inspire and motivate others to take administration seriously
Good communication skills (both orally and in writing)
Good listening skills
Ability to maintain confidentiality when appropriate.
Good IT skills, a knowledge of Microsoft Office packages, particularly Microsoft Outlook 
Approachable and caring, but with an ability to maintain objectivity when dealing with complex situations and to take decisive action when necessary
Self-sufficient administrative and organisational skills.
Ability to prioritise time and resources and work to competing deadlines
Ability to work as part of a team and on own initiative
	Fluent in Welsh (spoken and written)
	Application form, Interview, References

	Other
	A willingness to work within the Christian ethos of the United Reformed Church
A willingness to attend ongoing training
Willingness to work flexibly, including evenings and weekends
Willingness and ability to travel to relevant meetings at locations across the Synod
	
	Interview
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