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ALLOTMENTS MANAGER
Person Specification
	Skills
	Essential
	Desirable

	A good standard of general education including Maths and English at GCSE or equivalent.
	X
	

	Clear written and spoken communication skills, good on telephone and face to face.
	X
	

	Ability to work with a wide range of people in an impartial, diplomatic and professional manner.
	X
	

	Experience of preparing Agenda for meetings and producing minutes for approval.
	
	X

	Excellent IT skills including the ability to use Microsoft Office and a willingness to learn new packages.
	X
	

	Ability to create and manage own workload in light of competing and changing priorities and organisational challenges.
	X
	

	Ability to maintain accurate records and manage waiting lists, identifying errors and taking corrective action.
	X
	

	Ability to anticipate problems and find solutions with a positive attitude.
	X
	

	Confident in keeping basic accounting records and supporting the Responsible Financial Officer with annual budgeting. 
	X
	

	Ability to understand the legal framework in which the council operates including an understanding of health & safety, risk assessments, data protection and freedom of information legislation.
	X
	

	Experience in updating a website and social media
	
	X

	Ability to work alone and as a member of a team.
	X
	

	Confident and able to deal with pressure.
	X
	

	Able to attend evening meetings, work weekends when required and demonstrate flexibility around the council’s requirements.
	X
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