
 PERSON SPECIFICATION – General Assistant 
 

Selection Criteria 
 

Essential or  
Desirable. 

E/D 

Means of 
assessment: 

A = Application 
I = Interview 

T = Task 
Experience   
Experience of office and administrative systems E A, I 
Experience of working with members of the public E A, I 
Experienced in the use of office equipment including 
photocopier, a till and credit card machine 

D A,I, 

Paid or unpaid work in an arts organisation D A, I 
Knowledge, skills and abilities   
Proven administrative and organisational skills E A, I 
Excellent oral and written communication skills – in 
person, over the phone and via written correspondence. 

E A, I,  

Excellent customer service skills  E A, I 
Excellent IT skills in a broad range of IT applications 
(including Word, Excel, Access, Powerpoint, Google 
Drive or similar, Outlook and Internet Explorer)  

E A, I, T 

An ability to work on your own initiative and as part of a 
team  

E A, I,  

Ability to manage time efficiently and effectively E A, I,  
Good knowledge of office systems and procedures E A, I 
Good numeracy skills E A I 
Attitudes   
A highly motivated and professional approach and 
attitude 

E A, I,  

Outcome focused – the ability to reach targets and get 
things done. 

E A, I 

A demonstrable commitment to maintaining health & 
safety in the workplace  

E A, I,  

An understanding and commitment to equal 
opportunities and working in an anti-oppressive manner. 

E A, I,  

A flexible approach to working hours and a willingness to 
work unsociable hours when required. 

E A, I,  

A commitment to Ludus Dance’s Core Mission and to the 
overall development of the company. 

E A, I,  

To work compatibly within the team and structure of the 
company   

E A, I,  

An interest in and commitment to using new technology D A, I 

Education   
Good standard of education, numerate and 
literate. ‘O’ level/GCSE in English and Maths or 
equivalent  

E A,  certificates. 

A recognised First Aid qualification D A, certificates. 
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