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Finance and Legal Administration Assistant
In addition to formal, paid work experience, we recognise the great value of lived experience and voluntary activities. Your personal life experience of the asylum or immigration system, for example, can be as valuable for this job as any other experience.

	1
	SKILLS AND ABILITIES
	Criteria
	Assessment

	1.1
	Numeracy skills compatible with the role
	Essential
	Application and interview

	1.2
	Good communication skills
	Essential
	Application and interview

	1.3
	Ability to self-organise and manage workload, including when working under pressure

	Essential 
	Application and interview

	1.4
	Ability to work collaboratively - as part of a team at GMIAU and with people in different organisations 


	Essential
	Application and interview

	1.5
	Good administrative skills with a high level of accuracy and attention to detail.
	Essential
	Application and interview

	2
	KNOWLEDGE AND UNDERSTANDING
	
	

	2.1
	Understanding of the immigration system and its impact on people


	Desirable
	Application and interview

	2.2
	Knowledge of legal administration and/or Legal Aid Agency contracts


	Desirable
	Application and interview

	2.3
	Understanding of equal opportunities and anti-discriminatory principles (and an ability to apply them to your work) 

	Essential
	Application and interview

	3
	EXPERIENCE 
	
	

	3.1
	Experience using Microsoft Office products such as Word and Excel


	Desirable
	Application and interview

	3.2
	Previous bookkeeping, purchase or sales ledger experience


	Desirable
	Application and interview

	3.3
	Experience of building relationships using excellent interpersonal skills


	Desirable
	Application and interview

	3.4
	Experience of working with Xero accounting software and/or the AdvicePro case management system


	Desirable
	Application and interview

	3.5
	Lived experience of immigration or asylum
	Desirable
	Application and interview

	5
	GENERAL
	
	

	5.1
	A commitment to working with people seeking asylum, refugees and those affected by immigration control


	Essential
	Application and interview

	5.2
	A proactive attitude and willingness to learn new skills as required 

	Essential
	Application and interview

	5.3
	A commitment to challenging discrimination and an ability to work in an anti-discriminatory manner

	Essential
	Application and interview

	5.4
	Willingness to work in line with GMIAU’s policies

	Essential
	Application and interview


Candidates will be assessed against the person specification using the essential criteria. If the resulting short list produces too many candidates, then those on the list will be reassessed using both essential and non essential criteria.

