Airdrie Citizens Advice Bureau
Person Specification – Law Centre Administrator
	
	Essential
	Desirable

	Qualifications


	Minimum standard grade Maths and English

Relevant ICT qualification

	Evidence of vocational training/qualification 



	Experience


	Minimum 3 years work experience in office systems and procedures.

Experienced in Audio Typing 

Experienced in Microsoft Office Packages including Word, Excel, Access and Outlook
Relevant experience in IT systems development and maintenance


	Experience of working in the legal sector

Experience of digital audio dictation system

Financial skills

Experience of inputting information into legal aid applications would be advantageous or a willingness to learn

	Skills, knowledge and attributes


	Excellent communication skills - able to communicate ideas in writing and orally.

Excellent organization skills
Ability to produce reports

Ability to work to tight deadlines and respond quickly to new demands

Attention to detail.


	Awareness of the social needs of local communities and services provided by the voluntary sector



	Values and Attitudes


	Ability to work as part of a team, good communicator

An innovator who likes the challenge of developing and implementing new approaches

Commitment to quality customer care


	Experience of implementing equal opportunities policies and practices.

	Other


	Willing to be flexible and adaptable in meeting the needs of the service
Able to work on own initiative
	


