
[image: ]PERSON SPECIFICATION
Locality Development Coordinator
The criteria below will be used to shortlist and assess candidates. Applicants should demonstrate clearly how they meet each essential criterion.
	Selection criterion
	Classification

	Qualifications and Attainment

	GCSE English Language and Mathematics at Grade C/4 or above, or an equivalent qualification or demonstrated level of competence.
	Essential

	A relevant qualification in business administration, office administration or a related area.
	Desirable

	Experience

	Demonstrable experience of providing administrative and organisational support in a busy working environment.
	Essential

	Experience of coordinating meetings or programme activities, including preparing agendas, taking accurate minutes and maintaining action records.
	Essential

	Experience of maintaining accurate databases, records or information-management systems.
	Essential

	Experience of supporting partnerships, events, training activities or multi-agency meetings or structures.
	Desirable

	Experience of preparing newsletters, website content, promotional materials or social-media content.
	Desirable

	Experience of using online meeting, event-registration, survey or evaluation platforms.
	Desirable

	Experience of basic financial administration, such as processing invoices or maintaining budget records.
	Desirable

	Experience of undertaking research or information-gathering tasks.
	Desirable

	Experience of producing monitoring information, programme reports or performance information.
	Desirable

	Skills and Knowledge

	Competence in Microsoft 365 or comparable office applications, including word processing, spreadsheets, email and calendar management.
	Essential

	Ability to produce accurate, well-presented documents and communications.
	Essential

	Ability to collate, check and present monitoring, evaluation, financial or other numerical information.
	Essential

	Strong organisational and time-management skills, including the ability to prioritise work, meet deadlines and manage competing demands.
	Essential

	Effective written and verbal communication and interpersonal skills, including the ability to engage appropriately with members, partners and stakeholders.
	Essential

	Ability to work independently, use initiative and contribute effectively as part of a team.
	Essential

	Ability to maintain confidentiality and handle information appropriately.
	Essential

	Ability and willingness to learn and use new digital systems and online platforms.
	Essential

	Ability to build and maintain positive working relationships with colleagues, partners and stakeholders.
	Essential

	Understanding of the voluntary, community and statutory sectors in Northern Ireland.
	Desirable

	Values and Other Requirements

	Commitment to CiNI's purpose, values and equality principles.
	Essential

	Ability to meet the travel requirements of the post throughout the Southern Outcomes Area, with reasonable adjustments where appropriate.
	Desirable


CiNI is committed to equality of opportunity and will make reasonable adjustments throughout the recruitment process for applicants who require them.
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