Argyll & Bute Citizens Advice Bureau

Admin Assistant  -  Person Specification

	
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS
	Good standard of general education to include English and two other subjects to at least National 5 or equivalent.


	English to Higher grade 

Maths to Standard grade

Admin or similar to Standard grade or above

Driving licence

	EXPERIENCE 


	Work experience in creating, using and monitoring office systems and procedures.
Experience of using MS packages, Word, Excel and Outlook.

Attention to detail 

Excellent communication skills


	Proven track record in an Admin Support role.

Be able to input data and extract reports from Excel


	SKILLS AND ATTRIBUTES


	Must be able to multi task and prioritise in a busy office.
	Experience of working within a team setting.

Flexibility and adaptability.

Experience of working with vulnerable clients.

	KNOWLEDGE
	Basic understanding of what a CAB does and the needs of clients.
	Experience of working in an advice giving organisation.

Ability to research and problem solve.



	VALUES AND 

ATTITUDES
	An understanding and commitment to the aims and principles of the CAB service and to the policies and procedures of the Bureau.


	Be able to work with minimum supervision.

	OTHER
	A willingness to undertake one-off tasks identified in collaboration with the Bureau Manager

Ability to work flexibly 
	Confidence in handling support duties for a number of colleagues.
Ability to travel to other CAB locations within Argyll and Bute. 
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