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Person specification Matrix
Company name: Plymouth Drake Foundation / North Yard Community Trust
Job title: Office Manager
Main purpose of post

To provide a professional, friendly and comprehensive office support to aid the work of the Trustees of Plymouth Drake Foundation (PDF) and North Yard Community Trust
	Criteria
	Essential
	Desirable

	Excellent customer service skills to both internal and external customers.
	Yes
	

	Ability to handle a wide range of activities and prioritising these effectively. 
	Yes
	

	Ability to work on your own and to use initiative and make effective decisions.
	Yes
	

	Understanding of the voluntary & community sector in Plymouth
	Yes
	

	Ability to use a comprehensive range of IT software (Microsoft Outlook, Excel, Word, Chrome & Powerpoint) and the willingness to train in additional IT skills as and when required.
	Yes
	

	Understanding of marketing and social media tools, such as, mailchimp, website content management, Twitter & Facebook
	Yes
	

	Previous experience of working for a voluntary & community sector organisation
	
	Yes

	Understanding of issues relating to a grant giving body.
	
	Yes

	Ability and confidence to arrange events
	
	Yes


PAGE  
PAGE  
Form HS-05
Page 2 of 2

