ADVOCACY FOR OLDER PEOPLE IN GREENWICH

Person Specification – Volunteer Admin Support
Essential:

1. Good organisational skills

2. Ability to work on own initiative 

3. Experience in working within an office environment

4. Ability to work with a small team

5. Understanding of equal opportunities issues and ability to work according to an equal opportunities policy.

6. Ability to work to agreed policies, procedures and office systems.

7. Experience of word processing including experience of Word for Windows 

8. Ability to plan own work load and manage own time and workload effectively

9. Ability and willingness to be supervised by the Project Development Manager

10.  Ability and willingness to learn new skills

11.  Willingness to be flexible and adaptable to the changing needs of the organisation.

Desirable:

12. Ability to use Excel and databases
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