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 Hit the ground running – quickly getting a sense of how things work and what they need to do. 

 Demonstrate excellent organisational, prioritisation, communication and interpersonal skills 

 Collect accurate data and present it in in a clear and accessible way. 

 Comfortably manage multiple deadlines and activities. 

 Demonstrate strong IT skills, with the ability to use Microsoft office packages, e.g. Word, 
Outlook, Excel. 
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 Supporting complex projects or programmes. 

 Organising, planning, scheduling meetings and keeping an eye on deadlines.  

 Keeping files and documentation up to date. 

 Collecting qualitative and quantitative information and producing short reports.  

 Working on own initiative, with regular reporting. 

 Collaborative - happy to work very closely with the Programme Manager and Programme 
Coordinator. 

 Flexible - able to slot right into an existing role and established ways of working. 

 Enthusiastic, positive and driven, with a can-do attitude. 

 Process minded – with a desire to maintain the programme’s structures and regular 
processes. 

 Tenacious - ensuring actions are followed through. 

 A problem solver – offering creative solutions when required. 


