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Person Specification -  
Events Administrator
Essential

· Customer care and trouble shooting skills
· Experience with Social and web-based media

· Competent use of Microsoft business suite 
· Excellent telephone skills and manner
· Excellent interpersonal skills
· Good attention to detail
· Proven track record for meeting deadlines
· Able to work alone and as part of a team
· Practical command of English and good general education

· Good personal presentation

· Ability to cope under pressure

· Diligence

· An interest in Reuse, Play and Arts

Desirable 
· Practical involvement in sales and promoting services
· Marketing experience
· Proof reading skills
· Experience of working in an events focussed environment
· Experience of writing funding applications
· Experience of basic financial reporting

· Driving licence that you have had for 2 or more years and access to your own transport

