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PERSON SPECIFICATION


	Job Title: Membership and Operations Assistant 
	Reports to: Business and Operations Manager



	ATTRIBUTES
	
	ESSENTIAL or DESIRABLE

	Knowledge

	Understanding of the current agendas and policies facing the adult community education sector. 
Knowledge of England and geographical regions.
Understanding of the operation of a membership organisation.
Understanding of issues facing adults in education and work. 
Awareness of GDPR and data protection regulations, with a commitment to adhere to these standards.
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	Technical/
Work-based Skills

	Proficient in using IT systems, with a strong ability to quickly learn and adapt to new technologies and software.
Experience of using CRM systems and of managing membership databases.
Experience of using accounting software (ideally Xero).
Excellent IT skills, including data manipulation and analysis.
Good working knowledge of MS Office suite. 
Ability to collate and analyse data from complex and varied sources for project evaluation and research purposes.
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	General Skills/
Attributes

	Self-motivated and able to work effectively without supervision
Strong attention to detail.
Excellent verbal and written communication skills, including the ability to convey complex information in an appropriate manner and format for differing audiences (to include members, colleagues and stakeholders).
Problem-solving skills; ability to identify issues and implement effective solutions.
Ability to assist in planning, organising, and executing events, such as meetings and conferences.
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	Experience

	Experience of financial administration, including basic financial tasks such as invoicing, budgeting, and tracking expenses.
Experience of data handling, including sensitive data and processing financial payments
Experience of writing for social media, website and other marketing material
Experience of contributing to planning and monitoring processes
Experience of project management and associated systems
Experience of working in a membership or not-for-profit organisation
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	Qualifications 

	Level 2 English and Maths Grade 5-9/A-C or GCSE equivalent
Level 3 in any subject or qualification area 
Project management e.g. PRINCE or similar
Marketing and social media CPD

	E
E
D
D




	
	
	



image1.jpeg
The lead body for
Adult Community Education

HOLEX




