Yorkshire MESMAC     Person Specification      Finance/Administration Worker
· Below we have outlined the abilities, knowledge and experiences, which we believe the successful candidate for this post will be able to demonstrate and how we expect to assess this.
· In order to be shortlisted for interview you must demonstrate in your application form how you meet each of the following “Application form” criteria explaining with illustrations how you think you can do this.
· Remember abilities, knowledge and experience can be gained in a variety of settings - for example life experience, paid or unpaid work, work in the home and educational settings.
· Think carefully about your experiences and how these may be transferable to this post.
· Remember that we can only assess you for interview based on information you present on your application form.  
· There is also space on the application form for you to tell us about any additional qualities, experience or skills you have which you feel are relevant.
· We do not accept CV’s or handwritten forms 
· Each section on the application form has a word limit which you must keep to

	
	Application
	Interview
	Activity

	At least two years’ experience of maintaining online and off-line financial records/ systems and working with office systems
	x
	
	

	Show a sensitivity to issues that affect people living with/affect by HIV and Lesbian, Gay, Bisexual and Transgender communities.
	x
	x
	

	Demonstrate your ability & experience to type, take minutes, enter data and organise information in a coherent and accurate way
	x
	
	x

	Explain how you would manage working in an open plan office in a busy, informal setting and working from home.
	
	x
	

	Show that you can plan work whilst retaining the ability to react to unforeseen requests. 
	
	x
	

	Explain your understanding and commitment to equal opportunities and diversity.
	
	x
	

	Demonstrate your ability to maintain boundaries between your personal and professional life including confidentiality.
	
	x
	

	Explain your understanding of team work
	
	x
	

	Demonstrate you are competent with IT systems, platforms and apps and are able to use Microsoft office packages, in particular Excel, email.
	x
	
	x

	[bookmark: _GoBack]Explain your experience of online performance monitoring systems and Key Performance Indicators.
	x
	x
	

	Demonstrate effective written and verbal communication skills
	x
	x
	

	Exceptional punctuality & time-keeping     
	references



