Person Specification – Commercial Projects Assistant – Conferencing (20 hr per week post)

	
	Essential
	Desirable

	Qualifications / Education / Training
	Minimum GCSE (A-C) in Maths and English or equivalent


	
Current clean full driving licence

Food Hygiene Level 2 or above


	Personal Characteristics / Communication
	Able to work independently as well as in a team

Excellent interpersonal skills, to communicate with a broad range of people across a range of mediums

Excellent team player

Flexibility in working hours across 3 days in 7

Excellent written and verbal communication skills

	

	Skills / Knowledge
	Data Entry experience

Knowledge and experience of Microsoft Office Packages especially Email, Excel and word

Be able to work to deadlines

Able to prioritise work with good time management skills and the flexibility to juggle several tasks along with a high level of attention to detail

Able to work under own initiative and with discretion

	
Previous experience in conferencing and organising events for professionals

A keen sense of budgeting and financial awareness

	Experience
	A minimum of 2 years’ experience in a busy service environment or similar role
	





