THE FERMANAGH TRUST

Personnel Specification – Executive Secretary (Part-time)

	
	
	Essential


	Desirable

	1
	Physical
	· Good personal presentation


	

	2
	Attainments / Experience
	· 3 years office experience
· Accurate Typing and ability to use Word, Exel and Powerpoint
· 5 GCSE Grade C or above including Maths and English Language 
	· Previous experience as a personal assistant / secretary to a senior manager

· DTP Skills / Experience in Data Management

· Experience of taking minutes and report writing

· Extensive Knowledge of the Fermanagh Trust work



	3
	Motivation/Adjustment
	· Drive and ability to work on own initiative


	· Ability to cope with complex demands



	4
	Special Aptitudes
	· Excellent communication skills (oral & written)

· Ability to work with minimum supervision

· Organised and accurate


	

	5
	Interests
	· Knowledge of local voluntary/community organisations


	· Evidence of involvement in groups socially

	6


	Disposition
	· Honest

· Relates well to others

· Excellent disposition

· Able to maintain confidentially


	


