	Person Specification

Temporary Programme Assistant: Southern Africa

	
	Essential
	Desirable

	
	
	

	Qualifications/Education/

Knowledge
	Graduate level qualification and/or equivalent experience. 
	

	
	
	

	
	Excellent computer skills (MS Office package, Excel).
	

	
	
	

	Experience required
	Administrative experience.
	Experience of working in an International NGO or an AIDS service organisation.

	
	
	

	
	Demonstrable experience and/or interest in the Southern Africa region.
	Experience of working in a changing and demanding environment.

	
	 
	

	
	
	Experience in fundraising.

	
	
	

	Abilities and skills required
	Good analytical skills and attention to detail.
	

	
	
	

	
	Capable of working both independently and as part of a team.
	

	
	
	

	
	Strong interpersonal skills.
	

	
	
	

	
	Willingness to combine administrative/support work with tasks requiring more autonomy and creativity.
	

	
	
	

	
	Highly numerate with a good working knowledge of budgeting
	

	
	
	

	
	Ability to use judgement, tact and discretion whenever appropriate.
	

	
	
	

	
	Ability to communicate fluently in English and Portuguese.
	

	
	
	

	Personal qualities
	Highly motivated and flexible.
	

	
	
	

	
	Committed to HIV and development work.
	

	
	
	

	
	Enjoy working within a multicultural environment.

	

	
	
	

	
	Applicants must be eligible to live and work in the UK.
	

	
	
	

	
	Applicants must be available to start January 2007
	


