PERSONNEL SPECIFICATION

JOB TITLE: Policy Assistant /Secretary (PAS 01/10)





  
ESSENTIAL


    DESIRABLE

	Education/Qualifications
	
	ECDL or Microsoft User Specialist 2003/ 2007


	Relevant experience/training
	Minimum of two years’ office experience 
Experience of  word processing applications including using mail merge

Experience of organising events
Experience of file and database management

	Experience of policy making and legislative procedures
Experience of publications design


	Skills/aptitudes
	Good organisational skills

Good IT skills

Able to prioritise and meet deadlines

Able to work on own initiative
Able to plan and manage workload

Flexible
Good oral and written communication skills


	

	Commitment

	Commitment to the aims of the Law Centre

Commitment to working as part of a team

Commitment to high standards of work

	

	
	
	

	Disposition
	Reliable

Self-confident

Ability to relate to people in different settings
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