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PARK SOURCE

Person Specification: Office & Operations Coordinator

social enterprise.

Principle | Quality Desirable/Essential
Commitment to working collectively as a staff team with )
. . . Essential
shared aims and also confident working alone.
Excellent IT skills and able to use a range of programmes Essential
and software, including Office 365.
Excellent written and verbal communication skills with
the ability to communicate effectively with a diversity of | Essential
people face-to-face, over the phone or via email.
1. Connect | Experience of coordinating meetings, creating and Essential
circulating agendas, and taking accurate minutes.
Experience of onboarding and induction processes for .
P g P Desirable
new staff.
Experience of working as an assistant, PA or secretary to .
. Desirable
a team or individual.
Personal experience of being a volunteer and/or of )
. . . Desirable
working with community groups.
Working flexibly under own initiative, planning
effectively, prioritising own workload and managing own | Essential
time.
Excellent organisational skills and ability to work to .
. Essential
deadlines.
Experience of HR procedures such as processing time .
. . Desirable
logs, TOIL, and leave, and using online HR software.
2 Be active Experlence'of tracking grar'1t funds and supporting staff to Desirable
complete bids/reports on time.
Experience of managing bookings systems for equipment
and/or space and liaising with organisations or Desirable
individuals.
Experience or an understanding of Data Protection. Essential
Experience of work in the 3rd Sector, small business or .
Desirable




Experience of planning and running events as part of a

Desirable
team.
Excellent attention to detail and strong organisational .
. Essential
skills.
An ability to be flexible and adaptable, responding Essential
constructively to unexpected changes.
Ability to problem-solve and create streamlined systems .
. ) Essential
that are simple and effective.
3.Take  ['Aple to maintain accurate records and systems S——
Notice (equipment bookings, HR, meeting minutes).
Excellent team working skills with the ability to work Essential
collaboratively and co-operatively.
Experience of office management, including maintenance
of premises, managing utilities, stock, safety checks and Desirable
liaising with external parties.
Committed to your own professional development and a )
. : Essential
reflective work practice.
To be able to hold others accountable and accept .
) Essential
constructive feedback when held to account.
4. Keep 3 ) - - .
. Experience of implementing and updating Policies and )
Learning Desirable
Procedures.
An interest in supporting the continued development and
improvement of HPS as an employer and volunteer-led Desirable
organisation.
Approachable, trustworthy and conscientious. Essential
Committed to the development of local communities and
the personal and professional development of volunteers | Essential
or others.
Committed to promoting equal opportunities, diversity Essential
5. Give and anti-discriminatory practice.
Commitment to the values of HPS and interest in )
. . . . Essential
developing wellbeing through environmental projects.
Ability to work flexibly, including occasional evenin .
Y . y & & Desirable
events/meetings.
Committed to protecting and improving the environment. | Desirable




