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Person Specification
Job Title: Administrator
	Criteria
	Essential
	Desirable

	Qualifications/attainments
	GCSE English & Maths grade C or above

	Further educational qualification in office admin e.g. Diploma/City & Guilds

	Relevant experience
	Previous experience in an admin role or office-based role
Understanding of the data protection rules (GDPR)
Competent in the use of email

	Understanding of debt issues
Previous experience of using a data base or client package
Previous experience of using Microsoft Office Suite

	Skills & competencies
e.g.
Communication skills
Problem solving skills
I.T. experience
Ability to work on own initiative etc.
	Be well organised
Excellent time management 
Basic IT knowledge
Ability to multi-task and plan ahead
Ability to work on own initiative

	




 

 
 
 


[image: A picture containing text

Description automatically generated]	1	
[image: A picture containing text

Description automatically generated]	

image1.jpg
CMA Bentley 01302 637336
c m a St Peter's Community Hall hello@cmabentley.org
High Street

Bentley
Bentley DONCASTER cmabentley.org

DN5 OAA

CMA Bentley is authorised and requlated by the Financial Conduct Authority.
It is part of St Peter's Church, Bentley, a registered charity number 1191023.

ST PETER'S





