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Person Specification

Post Title
GridPP Project Management Office Secretary







Post Ref No. xxx/01SR

FACTORS



CRITERIA
MEANS OF ASSESSMENT




Application
Reference
Interview

Education 

and

Professional
Essential







Qualifications
Desirable







Experience/Training

(including research experience
Essential


Familiarity with MS Office, PowerPoint, Explorer & Excel

Previous Office Experience
(
(



if appropriate)
Desirable


Web page authoring

Previous financial experience including the monitoring of budgets
(
(



Specific aptitude

and abilities
Essential
Excellent IT Skills

Minute-taking

(
(
(
(


Desirable
Working knowledge of windows and/or linux systems

(
(

Interpersonal skills
Essential


Ability to manage time effectively, show initiative and have good problem solving skills.

Good communication and interpersonal skills

Ability to work as part of a team

(
(
(
(


Desirable







Special factors
Essential








Desirable


Use of video-conferencing for multi-point meetings. 
(
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