Senior Administration and Information Officer

Person Specification

Qualifications

A 3rd level degree in a relevant subject, or equivalent professional qualification

Experience

A minimum of 3 years in a key administrative role 
Experience of interacting with the public and the provision of information
IT proficient and experience of all Microsoft Packages and databases.
Experience of working with new media.

Experience of or understanding of the non-profit sector and the women’s movement.  
Core Competencies

Excellent written, oral and online communication skills

Excellent skills in working with new media

Proven ability to work with diverse groups
Ability to deliver against set targets and to prioritise tasks effectively
Proven commitment to women’s equality and ability to work in a feminist way.
Ability to work as part of a team
Attributes

Strong communicator

Taking Initiative 
Flexible

Strong business acumen

Self-motivated 

Well organised

Diplomatic

Salary:  Commensurate with experience.

