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PORTSMOUTH DIOCESAN BOARD OF FINANCE
PERSON SPECIFICATION
	CRITERIA
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	QUALIFICATIONS

	· Recognised qualification (or demonstrable competence) in ICT skills, including managing emails, word-processing, producing publicity materials, spreadsheet creation and editing, power point presentations, and database creation and management. 
	(
	
	

	SKILLS AND KNOWLEDGE

	· Ability to work on own initiative in the design and delivery of administrative procedures. Ability to manage and prioritise administrative work of a team, and maintain financial records. 
	(
	
	

	· Ability to work confidentially within a complex and sensitive framework of relationships. Competence in relating to candidates, ordinands, parish clergy and other professional colleagues. Ability to be flexible and work under pressure.
	(
	
	

	· Ability to organise vocational  selection events,  training conferences and events for the MDM team, and to assist with support during events
	(
	
	

	· Ability to design imaginative publicity materials for team events
	
	(
	

	TEAM WORK

	· Ability and commitment to work flexibly and collaboratively with colleagues as part of a team, and to take responsibility for the organisation of the administration and hospitality of the team
	(
	
	

	OTHER FACTORS

	· Willingness to travel to meeting with DDOs and training events, and to be flexible with working days to support diocesan training
	(
	
	

	· Sympathetic to the views and beliefs of the Church of England.
	(
	
	


