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IMPROVING THE WORLD'S ORAL HEALTH




	Person Specification 

	Post / Job Title:   Administrator 

	SELECTION CRITERIA 
	Essential / Desirable 

	Knowledge (including experience & qualifications) 

	Experience of working in a supporter/donor (customer) focused environment 
	E 

	Thorough knowledge and experience of Microsoft Office, most specifically Word, PowerPoint and Excel; Outlook and the Internet 
	E 

	Administrative experience in a busy office environment 
	E 

	Experience of booking meetings and events, arranging materials and facilities and extending invitations 
	D 

	Preparation and presentation of documents, workbooks, handouts and other written materials using desktop publishing software
	D 

	Experience of updating web pages 
	D 

	Skills 

	Ability to prioritise work in order to meet deadlines 
	E 

	Excellent written communication skills 
	E 

	Excellent verbal communication and good telephone manner 
	E 

	Ability to organise efficient administrative processes effectively at a level commensurate with the post, e.g. filing systems, preparing and arranging data 
	E 

	Attributes, Values and Style 

	A methodical approach with attention to detail, layout and presentation of information 
	E 

	Ability to work on own initiative and remain calm under pressure 
	E 

	Personable 
	E 

	Confident, but with reservation where appropriate (tact and diplomacy) 
	E 

	Ability to respect confidential nature of work and act in a discreet manner 
	E 

	Team player 
	E 

	Willingness to undertake further training and development 
	E 

	Tenacity when following things through 
	D

	Commitment to the aims of Dentaid and interest in and/or commitment to international development and voluntary sectors
	

	Willingness to understand and interact with dentistry professionals
	


