Women’s Resource and Development Agency

Office, Data and Financial Administrator
Person Specification
Essential
Qualification
Hold a Level 2 qualification or equivalent and a minimum of one years’ relevant experience* providing administrative support in an office environment.

OR
Two years’ relevant experience* providing administrative support in an office environment.

 *Relevant experience must include experience in:

· Dealing with telephone enquiries;

· Monitoring and ordering office materials etc;

· Organising meetings and taking minutes
· Data entry, retrieval and analysis

Knowledge and Experience
Experience of working with internal and external stakeholders, e.g. funders, community facilitators etc in a confidential and professional manner.
Proficient in the use of Microsoft Office applications including Outlook, Access, Word and Excel.

Experience of working on own initiative and working effectively as part of a busy team.

Experience of recording minutes.

Knowledge of data protection principles.

Skills and Abilities
Ability to deal with members of the public and staff at all levels both face-to-face and over the telephone in a helpful, friendly and understanding manner.

Ability to cope under pressure and remain in control in difficult/stressful situations.

Ability to deliver high levels of accuracy with attention to detail.

The ability to work to and meet tight deadlines and to effectively prioritise own workload.

Effective organisational and administrative skills
Other requirements

Commitment to WRDA’s ethos and values.
Desirable
Experience in organising events.

Experience using Moodle and Monday.com

Use of Xero accounting software.

