
Complete the below table, using bullet points, to provide evidence and examples of how you meet the listed criteria. 

	Skills and Competencies:

	Evidence (Please use bullet points)

	Essential
	

	Excellent IT skills, numeracy and recording skills, with strong attention to detail and a high level of accuracy.

	

	Able and wanting to learn and develop and acquire new skills.
	

	Excellent oral and written communication, co-operative, interpersonal and negotiation skills.

	

	Ability to work independently with initiative, drive, enthusiasm.

	

	Excellent and organisational and prioritisation skills, remaining calm and collected under pressure.
	

	Understanding of HR legislation and requirements.

	

	Experience of accountancy software, budgeting and reporting.

	

	Knowledge of IT and office management systems and procedures.

	

	Understanding of health and safety regulatory requirements and good practice.

	

	Understanding of confidentiality and GDPR requirements.

	

	Contributed to a fair and inclusive and non-discriminatory work environment.
	

	Commitment to learning and professional development.

	

	Commitment to delivering service excellence.

	

	The capacity and self-confidence to innovate.
	

	Desirable
	

	Fluent Welsh speaker.

	

	Access to a car and hold a full driving license.
	

	Experience of line management and recruitment, induction, mediation, grievance and disciplinary processes.

	

	Experience of running payroll and pension payments, in line with HMRC requirements. 

	

	Experience within the charity, health or social care sector.
	



