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Person Specification for the post of:
Job Title:
Office Manager 
Essential:

Experience of office management. 

Experience of health and safety legislation and procedures.
Experience of human resources legislation and procedures.
Experience of the governance of charitable organisations.
High levels of organisation and with the ability to prioritise work and work to 

deadlines under pressure.

Excellent interpersonal and communication skills. 

Able to work well within a team with a flexible approach to work.

Good level of IT skills and the ability to use a variety of programme and databases. 

Professional and discrete manner.
Resourceful and able to work on your own initiative.
A commitment to equal opportunities. 
Available to work outside normal hours as necessary.
Desirable 

An appropriate health & safety qualification such as IOSH, NEBOSH etc


Enthusiasm for and commitment to the aims and objectives of Heritage Lincolnshire.

Experience of working with volunteers.
Physical ability to manage a ladder and carry loads.

First Aid Qualification

