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Person Specification
POST:          Executive Team Assistant (Chief Executive/Senior Leadership Team) 
The items listed below are not in the order of importance.

	1
	SKILLS AND ABILITIES
	Criteria
	Assessment

	1.1
	Good organisational skills and an ability to work across different tasks and deadlines, under direction. 
	Essential
	Application and Interview

	1.2
	Ability to work both independently and in a collaborative manner, securing influence with people at all levels of the organisation. 
	Essential
	Application and Interview

	1.3
	Good communication skills, both verbally and written.
	Essential
	Application and Interview

	1.4
	Effective interpersonal skills, including tact, diplomacy and sensitivity to facilitate working with a wide range of people internally and outside of GMIAU.
	Essential
	Application and Interview

	1.5
	Good planning and administration skills, with good attention to detail and high levels of accuracy. 
	Essential
	Application and Interview

	1.6
	To be self-servicing, with good general IT skills including the ability to utilise Microsoft Office (Outlook/Word/Excel etc.).  
	Essential
	Application and Interview

	1.7
	Able to maintain confidentiality when handling sensitive information. 
	Essential
	Application and Interview. 

	2
	KNOWLEDGE AND UNDERSTANDING
	
	

	2.1
	Good sense of understanding and quality in a client-focussed service.
	Essential
	Application and Interview

	2.2
	Willingness to develop a general knowledge/understanding of GMIAU’s work.  
	Essential
	Application and Interview

	2.3
	Be open to learning new tasks and responsibilities, accessing training where required. 
	Essential
	Application and Interview

	2.4
	To be familiar with general Health and Safety, Human Resources and Data Protection policies and procedures.
	Desirable
	Application and Interview

	3
	EXPERIENCE 
	
	

	3.1
	Minimum 2 years administrative experience, including within an office environment.  
	Essential
	Application and Interview

	3.2
	Experience of learning and implementing new skills based on the needs of an office environment.
	Essential
	Application and Interview

	3.3
	Experience of problem-solving through collaboration.  
	Desirable
	Application and Interview

	4
	QUALIFICATIONS
	
	

	4.1
	NVQ2 or equivalent qualification or experience in relevant discipline.
	Desirable
	Application and Interview

	4.2
	Willingness to undertake formal/informal training relevant to the role.
	Essential
	Application and Interview

	5
	GENERAL
	
	

	5.1
	Have a commitment to working on behalf of people seeking asylum, refugees and those affected by immigration controls.

	Essential
	Application and Interview

	5.2
	Have an understanding of equality and diversity principles and follow GMIAU’s Equality and Diversity Policy in all work situations.
	Essential
	Application and Interview

	5.3
	Willingness to work in line with GMIAU’s confidentiality policy.
	Essential
	Interview

	5.4
	To be committed to safeguarding and promoting the welfare of children, young people and/or vulnerable adults.  Willingness to undertake an Enhanced Disclosure Barring Service (DBS) check if required.
	Essential
	Interview

	5.5
	To undertake other duties and responsibilities as required from time to time commensurate with the grade of the post.
	Essential
	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.
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