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PERSON SPECIFICATION

TEMPORARY ADMINISTRATOR
APPROVED PROBATION PREMISES
For effective performance of the duties of the post, the postholder will have, as a minimum, the skills and knowledge detailed in Essential Criteria.

	ATTRIBUTES
	ESSENTIAL CRITERIA
	DESIRABLE CRITERIA

	Supports and understands the principle of Equal Opportunities and works in a non-discriminatory manner


	(
	

	Substantial work experience in a secretarial role


	(
	

	Knowledge of various computer systems including Microsoft Word


	
	(

	Word processing skills to RSA II standard


	(
	

	Able to communicate with staff at all levels and external agencies


	(
	

	Able to take minutes of meetings


	
	(

	Copes well under pressure


	(
	

	Well organised and able to prioritise and plan workloads to prescribed deadlines and completing priorities


	(
	

	Supervision skills


	
	(

	Sense of humour and able to get on well with people


	(
	

	Able to contribute to a team environment


	(
	

	Able to use initiative and work unsupervised


	(
	

	Numerate


	(
	

	Experience of reconciling cash and monitoring budgets


	(
	
	

	Awareness of and ability to maintain strict confidentiality


	(
	

	Numerate and able to reconcile cash on a weekly basis


	(
	

	Non-judgemental attitude to offenders


	(
	

	Able to provide regular and reliable service


	(
	

	Able to adapt to change


	(
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