WAI YIN SOCIETY

Person Specification
Administrator/Receptionist
We are looking for someone who has good interpersonal communication skills as well as the ability to work with the Administration team.  The post holder also needs to be committed to supporting and working with all staff across the organisation.   
Candidate requirements are as follows:
Education/Qualification/Training








Requirement

1. “A” level or equivalent





 



Essential
2. Vocational qualification in customer care







Desirable

Experience

1. Has had experience of working in a customer service environment. 



Essential
 




 
2. Has had experience of working in a community based organisation or voluntary 

Desirable
sector, or a provision which targets to provide services to ethnic minority groups, or;
3. Has had experience of working in a community group, which
 



Desirable
supports the Chinese community or other ethnically diverse communities.
4. Has experience of gathering data and updating information resources in support of

Essential 
information giving.
5.   Has experience of working with people from ethnically diverse communities.


Desirable

Skills/ knowledge/ abilities

1. Ability with communication skills, both oral and written, in English and Cantonese/Mandarin,

 to explain often complex information to colleagues and members of the public.

Essential
2. Excellent telephone manner. 

Essential
3. Ability to research, digest, analyse and present material
 clearly and concisely









Essential
4. Ability to use a range of office software, including email, 
Zoom meetings, spreadsheets and databases.






Essential

5. Ability to screen telephone calls, enquiries and requests, and handling them as 

Essential
appropriate.

6. Participating in the development of future administrative systems. 

Essential



7. Ability to take notes and write minutes of staff meetings, including
matters such as H&S, GDPR, and safeguarding






Essential

8. Ability to develop and implement central filing systems, such as records 

Essential
management.

9. Ability to manage all of the administrative activities that facilitate the

Essential

smooth running of an office.

10. Sensitive to a range of cultural backgrounds.

Essential



 
11. Ability to communicate in fluent English and Chinese (Cantonese and Mandarin) 

Essential
and to be able to communicate effectively and liaise with a wide range of people. 
12. Ability to work with others as a team as well as to work independently. 

Essential




 
13. Ability to prepare documents for marketing, reports and to analyse and present data.

Essential
14. Have a basic understanding of financial and accounting procedures.   

Essential           



Work related 

1. Willingness to work in a flexible manner. 






Essential





 

2. Willingness to participate in appropriate training.





Essential 
3. Willingness to comply with the Society's Policies

.         



Essential                     

PAGE  
1

