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Experience, Skills and Knowledge Requires Essential/ 
Desirable 

How 
Assessed 

• Have experience in office administration: managing schedules, answering 
phones, filing, data entry and other general office tasks 

Essential Application/ 
Interview 

• Good working knowledge of Microsoft Office (Word, Excel, Powerpoint, 
Outlook, Teams) 

Essential Application/ 
Interview 

• Willingness to learn to use other software: e.g. Canva or CRM  Desirable  

• Communication Skills: excellent verbal and written communication with 
internal and external stakeholders 

Essential Application/ 
Interview 

• Organisational Skills: ability to prioritise tasks, manage multiple projects and 
meet deadlines. 

Essential Application/ 
Interview 

• Attention to detail: accurate and precise in completing tasks Essential Application/ 
Interview 

• Experience of working in a charity. Desirable Application/ 
Interview 

• Event planning Desireable Application 

• Data analysis Desirable Application 

• Ability to work in an accurate and timely manner; Essential Application 

• Experience of working independently and using own initiative where 
appropriate; 

Essential Application 

• Substantial knowledge across a range of business services; Desirable Application/ 
Interview 

• Good communication and interpersonal skills; Essential Application/ 
Interview 

• Ability to drive to attend occasional meetings or all staff training days across 
the county. 

Desireable Application 


