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PERSON SPECIFICATION 
Job Title:  Training Coordinator


	
	Essential
	Desirable

	Experience:
	· General office administration experience
· Experience of working in a busy office environment

· Database administration


	· Experience of working within a Training Department
· PA Experience

· Purchasing & Invoicing 

· Charity sector experience

	Education:
	· 2 subjects at ‘A’ level or equivalent
	· Third level education.



	Knowledge:
	· Accurate, organised and efficient administration skills 
· Meeting management

	· Diary Management
· Facilities Management



	Skills:


	· A high standard of verbal and written communication skills.

· Excellent IT skills

· Good organisational skills.

· Excellent customer service
· Maintaining databases and processing of essential information
· Report writing and presentation 

	· Touch typing – over 50 words per minute
· Advanced Microsoft Office Package use



	Ability:
	· To maintain the smooth running of a busy training department
· To maintain administrative support services to the Training & Development Coordinator
· To work on own initiative within a framework of collaborative working
· To promote and maintain the ethos that underpins the policies and practice of Women’s Aid.


	· To take full responsibility for the running of the training department in the absence of the Training & Development Coordinator

	Attitude:


	· Have a commitment to the aims and objectives of Women’s Aid.

· Respect the rights and responsibilities of others.
· Commitment to effective team working.
· Excellent customer service and interpersonal skills and able to demonstrate a 'can do’ and positive attitude
· Self-motivated, customer-orientated and logical individual


	

	Additional:


	Candidates will be required to prove, upon offer of employment,
that they meet with current legislation and have the right to work in the UK.
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