MINES ADVISORY GROUP

Person Specification

Travel administrator/Receptionist
	Criteria
	Necessary requirements – skills, knowledge & experience
	Measured by

	Essential
	
	

	Experience
	Experience of office administration and reception work.


	Application / Interview

	Skills and Knowledge


	Excellent organisational skills with the ability to coordinate and prioritise activities 

Literacy, numeracy and IT skills (e.g. Word/Excel)

Ability to develop and maintain clear record keeping systems, including basic databases.
	Application / Interview 

Application / Interview

Application / Interview



	Aptitude


	Attention to detail, specifically with regard to paperwork / equipment

Self-motivated, flexible and enthusiastic approach to work

Ability to communicate with clarity and credibility by telephone, on paper and face-to-face
Innovative and proactive with a problem solving approach 

Ability to establish and maintain effective working relationships at all levels internally and externally

Ability to meet deadlines and work calmly under pressure

Ability to work independently as well as part of a team

Interest in and commitment to MAG’s humanitarian and capacity building mandate 


	Application / Interview

Interview

Interview
Application / Interview

Application / Interview

Application / Interview 

Application / Interview

Interview

	Desirable
	
	

	Experience
	Experience of the administration of travel arrangements, including obtaining visas and second passports.


	Application/ Interview
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