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PERSON SPECIFICATION


	


Office Manager





�
ESSENTIAL:�
�
�
�
�
Experience:�
Direct experience of:





Dealing sensitively with the public


Managing staff and resources


Microsoft Office applications


Managing a budget


Working within a staff team


�
�
�
�
�
�
�
�
Skills & Attributes:�
Excellent communication skills – verbal and written


Ability to work on own initiative as well as part of a team


Accuracy, with the ability to proof read


Numeracy skills


Good organisational skills and the ability to prioritise and mange time effectively


Assessment and problem solving skills


Ability to motivate and lead staff
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Values & Attitudes:�
Positive and friendly, outgoing personality


Sensitive to the needs of others especially people with dementia and their carers


Commitment to equal opportunities


Enthusiasm for working in the voluntary sector


Reliable, responsible, resourceful and flexible
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�
DESIRABLE:�
�
Experience of:�
Dementia and its effects


Sage payroll and accounts


Negotiation


�
�
�
�
�
Skills & Attributes:�
Sense of humour


Enthusiasm and self motivation


�
�
�
�
�
Knowledge of:�
Working with vulnerable people


Carer issues


The role of other professionals in Health, Social Care
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