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 General administration skills, including dealing with correspondence, calls and emails, 

arranging and taking minutes of meetings and internal events.  

 Experience of maintaining databases, inputting and recording data. 

 Excellent communication skills, including appropriate usage of different formats and 

styles. 

 Excellent organisational skills and the ability to meet tight deadlines. 

 High levels of accuracy and attention to detail. 

 Ability to work pro-actively on own initiative, including planning and prioritising 

workload. 

 Ability to work as part of a team, with strong interpersonal skills and the ability to relate 

successfully to a wide range of colleagues, stakeholders and external contacts. 

 Proficiency in Microsoft Office programs, in particular Excel, Word and Powerpoint. 

 Ability to learn new software skills. 

 Experience of project administration and processes. 

 Understanding of the citizens advice bureau service and the way in which the citizens 

advice bureau service works. 



http://www.cas.org.uk/
https://twitter.com/CitAdviceScot
https://www.facebook.com/citizensadvicescotland
https://www.linkedin.com/company/citizens-advice-scotland

