[image: image1.jpg]+

LIVERPOOL | CATHEDRAL





Person specification
Personal Assistant to the 

Residentiary Canons
Each of the following criteria will be assessed via: (a) application form; (i) interview; (as) assessment

	
	Essential requirements
	Desirable requirements

	Qualifications


	
	· PA / Secretarial qualification (a)

· Educated to A’ level standard (a)

	Experience


	· Proven experience of working as a PA / Secretary (a/ia/as)


	

	Knowledge 

and 

skills


	· Excellent communication skills with an ability to engage with people affectively at all levels (a/i)

· Have an ability to handle a range of diverse tasks and prioritise according to demands (a/i/as)

· Has an aptitude for developing and reviewing office systems in response to new technology (a/i)

· Operational ability of Microsoft office packages and in using complex Excel databases (a/i/as)

· Ability to innovate, initiate and maintain good and effective administration procedures (a/i)

· Pays close attention to detail (as)

· Demonstrates excellent presentation, layout and accuracy in text production (a/as)

· Ability to take minutes and produce written material accurately and quickly (a/i)
	· Has a good understanding of the internet and data storing applications e.g. Cloud (a/i)

	Personal 

qualities
	· Ability to deal with personal information maintaining strict confidentiality (a/i)  

· Demonstrates a friendly, sensitive, co-operative and diplomatic manner (i) 

· Ability to remain calm under pressure (i)

· Works well within a team environment (a/i)


	

	Work related circumstances


	· To have an understanding of, and be in sympathy with the Church of England (a/i)

· Ability to work flexibly according to the demands of the role (a/i)
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