CONTRACTS AND BUSINESS OFFICER - Person Specification

	Attributes
	Essential
	Desirable

	Qualifications and Attainments

	· Qualified to first degree level, or equivalent, with relevant experience
· Evidence of continuing professional development


	· Valid Driving Licence

	Knowledge/Experience
	· Demonstrable knowledge of good governance standards
· Experience of working within and supporting an environment focused on the principles of strong corporate governance


	· Evidence of supporting a diverse range of needs in a committee structure
· Experience of working within a sporting environment

	Skills/Competencies
	· Ability to be highly organised, with a planned methodical approach, prioritising competing demands and successfully co-ordinating a range of activities 

· Ability to work confidently with Senior Management and external regulatory bodies and be able to build successful working relationships within short timescales
· Excellent communication, negotiation and interpersonal skills, with the ability to communicate on complex matters in a range of formats, both written and verbal, whilst maintaining objectivity and confidentiality
· Ability to formulate and manage governance review processes and produce action plans

· Awareness of the critical success factors in achieving robust and effective corporate governance
· Computer literate
	· Experience of working as part of a management team
· Basic understanding of the legal and commercial aspects of contracts (note that formal legal advice is available externally)

	Disposition and Personal Qualities
	· Ability to demonstrate confidence, enthusiasm and initiative

· Responsible and accountable 
· Methodical with attention to detail

	· Versatility and creativity
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