
 

Person Specification: Resource Development Worker  
 

 Essential Desirable 

Qualifications  Good basic education to GCSE standard or equivalent or 
demonstrate equivalent experience 

Higher education 

Experience The Resource Development Worker should have: 

 Minimum 1 years’ experience of working in an administrative capacity 
in a busy and demanding office setting, either in a voluntary or 
paid capacity 

 Computer literacy including proficiency in the Microsoft Office suite - 
Excel, Word, Access, PowerPoint and Outlook and other relevant 
software 

 Experience of account management, setting and monitoring budgets, 
producing financial reports and preparing for accounts to be 
independently examined. 

 In addition, the Resource 
Development Worker might have 
experience of: 

 Handling financial accounts/ 
QuickBooks. 

 

 

Knowledge and 
understanding 

The Resource Development Worker  should have knowledge and 
understanding of: 

 The nature of the routine tasks that need to be completed on a daily 
basis; the extent of the role, and the versatility required to fulfil it 

 Knowledge of basic book keeping practices, preferably of using 
computerised accounts such as QuickBooks 

 Basic fund raising skills. 

Online fund raising 



 

Skills The Resource Development Worker will be responsible for 
supporting the organisation in a variety of ways including: 

 General administration skills including minute taking, 
producing written and financial reports, and 
bookkeeping 

 Manning a busy reception area and phone calls and 
remaining calm under pressure 

 Using data management systems and data entry with a 
thorough methodical approach to your work 

 Excellent organisational skills - being able to manage 
and prioritise workloads, including working under 
pressure, and being able to meet deadlines 

 Good interpersonal and communication skills and the 
ability to work effectively within the team 

 Ability to judge situations astutely and refer these to 
other staff, where necessary 

 Have a clear understanding of data protection including 
working with confidential and sensitive information 

 Undergo further training relevant to the post. 

 An understanding of legal standards 
that protect asylum seekers and 
refugees 

 A good standard of spoken and 
written English 

 Be able to speak another language 

Personal 
Qualities 

 Resourceful and can work on own initiative 

 Friendly and can empathise with asylum seekers and 
refugees 

 An excellent understanding of and practical 
commitment to equal opportunities 

 Ability to maintain appropriate professional boundaries. 

 

 


