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PERSONNEL SPECIFICATION


Position:  Administrator 	
		

	Educational and Professional Qualifications 

	
Essential Criteria:

1.  A minimum of 5 GCSEs (Grade A–C) or equivalent, including English Language and Mathematics (or equivalent Level 2 qualification).

Desirable Criteria:

2. A recognised qualification in Business Administration, Office Management, Finance, or related discipline (Level 3 or above).


	Previous Experience 

	
Essential Criteria:

3. At least 3 years’ recent relevant experience in a busy administrative role.

4. Experience of providing administrative and secretarial support to staff.

5. Experience of maintaining electronic and manual filing systems.

Desirable Criteria:

6. Experience of processing financial documentation (e.g. invoices, purchase orders, expenses).

7. Experience of supporting HR/recruitment processes

8. Experience of liaising with external suppliers, contractors and service providers.


	Knowledge and Understanding 

	
Essential Criteria:

9. Understanding of data protection and confidentiality requirements (e.g. UK GDPR).

Desirable Criteria:

10. Knowledge of Access NI processes.

11. Knowledge of the role and impact of Disability Sport NI.


	Skills & Abilities – Please demonstrate on application form

	
Essential Criteria:

12. Competent in Microsoft Office (Word, Excel, Outlook, PowerPoint) and general IT systems.

13. Strong written and verbal communication skills.

14. Excellent organisational and time management skills with the ability to prioritise competing demands.

15. The ability to work as part of a team.

16. Ability to maintain discretion and confidentiality at all times.

Desirable Criteria:

17. Familiarity with cloud-based IT systems (e.g. SharePoint, OneDrive).


	Circumstances – Please demonstrate on application form

	
Essential Criteria:

18. Ability to work evenings and weekends as required to carry out the duties of the post.

19. Access to a form of transport that will permit the post holder to fulfil the duties of the post.

20. Available and willing to undertake training necessary to fulfil the duties of the post.




Note to all applicants: Desirable criteria may be used for short listing if required. 
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