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Person Specification 
Assistant to the DAC Secretary
	
	Essential requirements
	Desirable requirements

	Qualifications
	· Educated to degree level or equivalent

	· Relevant degree

· Full driving licence and access to a car

	Experience
	· Experience in using Microsoft Word, Excel and Outlook packages.

	· Working experience in organising meetings and preparing reports.
· Previous experience of working as an administrator.

· Experience of working in the Charity sector and / or working with volunteers.

	Knowledge and skills
	· An understanding, knowledge and passion for historic buildings. 

· Excellent communicator – both oral and written skills, including the ability to set out complex issues clearly and succinctly.

· Proactive approach to researching and analysing issues, making decisions and solving problems.
· Strong customer focus.
· Ability to take accurate and concise minutes of meetings.

· Excellent organisational skills.

· Display excellent time management skills and ability to work to deadlines.
· To have a keen eye for detail. 
	· To have knowledge of the Church of England’s Faculty application system.

· To have a knowledge and understanding of the Church of England’s Quinquennial Inspection Scheme.

· Knowledge of conservation issues.
· Good presentation skills.


	Personal qualities
	· Good telephone manner.

· Approachable and dependable.

· Flexible work approach.

· Happy working as part of a small team and also working independently using initiative
· The ability to be able to deal with people with patience, sensitivity and tact.

· To have an understanding of, and be in sympathy with, the Church of England and to have some knowledge of its structures.
	· A personal commitment to church buildings work.
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