	Centre for Local Economic Strategies (CLES)
PERSON SPECIFICATION

	Position:  
	Office Manager 

	Reports to:
	Deputy Chief Executive 

	Prepared:

	April 2017 

	
	CRITERIA
	ASSESSMENT

	EXPERIENCE QUALIFICATIONS/SKILLS/KNOWLEDGE

	
	Experience in office administration role
	Essential
	CV

	
	Specific skills in:

· Finance updating
· Facilities management

· Personnel record administration and payroll

· General office management including diary management

· Board administration

· Event management
	Essential
	CV 


	
	Basic accountancy qualifications (i.e ACA)
	Desirable
	CV

	
	Excellent communication skills
	Essential
	Interview 

	
	Excellent IT skills, specifically use of Microsoft Office
	Essential
	CV

	
	Excellent attention to detail
	Essential
	Test


