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PERSON SPECIFICATION 
 
   Youth & Events Executive 

Maternity  Leave 
 

  Essential Desirable 

1  Skills & Abilities 
We are looking for someone who can demonstrate the following: 

  

1.1  The ability to organise events in a transparent and timely manner x  

1.2  The ability to understand and negotiate supplier contracts x  

1.3  The ability to simultaneously work on a number of projects X  

1.4  Extremely high levels of accuracy and organisation X  

1.5  The ability to meet deadlines and objectives on or before time. x  

1.6  The ability to think and plan in advance for a wide variety of adverse 

situations. 

x  

1.7  The ability to develop and maintain excellent relationships with a 
wide variety of people, particularly suppliers 

x  

1.8  High levels of accuracy and an eye for detail   

1.9  Produce detailed numerical spread sheets   

1.10  The ability to empower and motivate people in their first job X  

1.11  The ability to manage and supervise other people’s work in a 

supportive manner 

X  

1.12  The ability to provide constructive feedback in a positive way X  

1.13  Strong proactive listening skills X  

1.14  The ability to set success criteria and evaluate work X  

1.15  High levels of written and verbal communication skills X  

1.16  The ability to prioritise workload effectively X  

1.17  Ability to lead by example and work proactively without supervision X  

1.18  Competent IT skills using MS Office products and Canva X  

1.19  The ability to creatively produce flyers and promotional material  X 

    

2  Experience 

We are looking for someone who can demonstrate experience of: 
 

  

2.1  Experience of planning and implementing events X  

2.2  Experience of managing a large budget X  

2.3  Experience of managing high volumes of administration X  

2.4  Working professionally or voluntarily for a Youth Movement X  

2.5  Supportive team leadership, including coaching and supervising 
others in a busy team 

 X 
 

2.6  Motivating other people effectively and positively X  
 

2.7  Managing multiple projects effectively delivering on time and 
within budget 

X  

2.8  Meeting objectives and deliverables within pre-agreed timescales X  

2.9  Successfully managing multiple projects X  

2.10  Managing and understanding budgets X  

2.11  Identifying risks, issues and problems in advance and be proactive in 

putting in place processes and procedures to avoid the situation 

X  
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Selection will be made according to how closely your application matches the requirements of this 
specification. 

  Essential Desirable 

2.12  Significant active lay or professional work experience within the 
Jewish Community and Reform Synagogues 

 X 

2.13  Working voluntarily or professionally within a Synagogue ideally 

within their Youth provision 

 X 

2.14  4 years experience, post Youth Movement experience to ensure 

sufficient experience to guide those in the department. 

 X 

    

3  Special Knowledge 

We are looking for someone who can demonstrate: 

  

3.1  Knowledge of Jewish Youth Movements, in particular an 
understanding of RSY-Netzer ideology 

 X 

3.2  An understanding of the essential principles of youth work and 
empowering youth movements 

X  

3.3  A depth of Jewish knowledge including Reform Judaism  X 

3.4  Knowledge of Reform Synagogues and their structures  X 

3.5  Basic knowledge of data protection  X 

    

4  Personal Qualities 

We would like someone who can show: 

  

4.1  They embrace the aims and values of Reform Judaism  X 

4.2  A calm, confident, supportive and friendly manner X  

4.3  The ability to speak to a wide variety of adults and young people in 
a diplomatic manner 

X  

4.4  Willingness and availability to work on some evenings and 

weekends 

X  

4.5  Willingness to develop and learn new skills as the work requires X  

4.6  A natural warmth and understanding X  


