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PERSON SPECIFICATION 

administrative support worker 

(Maternity Cover – MINimum 10 month contract)
Posts advertised are open to women only.  For these posts being a women is a genuine occupational requirement in accordance with Article 10 (2) (e) of the Sex Discrimination NI Order 1976 (as amended).  

In order to comply with the Safeguarding Vulnerable Groups (Northern Ireland) Order 2007 Women’s Aid Federation Northern Ireland are required to explore the successful candidate’s suitability to work with vulnerable adults and children through ACCESS NI pre-employment screening.  

	
	Essential 
	Desirable 

	EXPERIENCE 
	Recent or relevant experience gained in an office environment, of:  

Operating a switchboard, busy reception area and voicemail system;  
Providing and maintaining secretarial and administrative support services including: 

· MS Word;
· MS Excel;
· MS Access;
· MS Outlook; 

· MS Powerpoint;

· Photocopying; 

· Filing;

· Social Media.  

	


	CORE COMPETENCIES:
1. Organisation 

2. Communication

3. Service Delivery 

4. Technical 

5. Flexibility 

6. Interpersonal 
	The ability to effectively organise and prioritise daily, weekly and monthly administrative support functions.  
The ability to clearly convey and receive messages.  
The ability to efficiently utilise MS Office software and Social Media Platforms.  

Personal willingness and ability to work in, and adapt to, a changing environment. 

Working co-operatively and productively with others to achieve results. 
 
	Understanding and meeting the needs of Women’s Aid Services regionally.  



	KNOWLEDGE  
	
	A knowledge and awareness of Women’s Aid and its work.  

	QUALIFICATIONS  
	ECDL or equivalent qualification.   


	

	OTHER REQUIREMENTS  
	Personal willingness to be flexible and responsive to staff and project needs.  
	

	COMMITMENT 
	A commitment to the ethos, aims and objectives of Women’s Aid is essential.  
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