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	PERSON SPECIFICATION 
	

	Candidate Name 
	

	Post Title
	Dumfries and Galloway Cultural Partnership Engagement and
Communications Administrator

	Base
	Anywhere in Dumfries and Galloway




	Requirements
Essential (E) or Desirable (D)
	E
	D
	
	Requirements
Essential (E) or Desirable (D)
	E
	D

	1. Education and Training
	Score

	
	4. Knowledge
	Score


	Degree in a related discipline 

	[image: Tick with solid fill]
	
	
	Strong working knowledge of public sector administrative protocols for reporting and minutes 

An understanding of spreadsheets, word processing and database systems

 An understanding of the national and regional cultural sector (arts and/or heritage)
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	. Experience
	Score

	
	5. Personality Factors
	Score


	At least 5 years’ experience in the provision of minute taking, regular report writing and briefing information

Working with and between a range of partner organisations
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	Self-motivated

Enthusiastic 
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	3 Skills and Abilities
	Score

	
	6. Other Requirements
	Score


	High level of written and spoken communication

Effective IT Skills, particularly MS Office 360, Word, Excel, PowerPoint

Ability to work under pressure and complete deadlines and to achieve high standards of customer service
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	Commitment to and passion for culture 

Willingness to work flexibly and travel. Location of contract is Dumfries and Galloway. The contractor will be working remotely from home, with in person and hybrid attendance at meetings and events
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DG Unlimited - Dumfries & Galloway Chamber of the Arts, Charity No SC044658
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