

	Job Title
	Property Administrator

	Department
	Finance

	
	Essential Requirement
	Desirable requirement
	Method of Assessment

	Qualifications


	· GCSE Maths and English grades A to C

· Full Driving licence
	· Educated to ‘A’ Level

· Standard

· GCSE or NVQ level 2 in I.T.


	· Proof of relevant qualifications



	Experience


	· Previous office based work  employment including computer 
· skills
	· Previous work experience or employment in a property related environment. 
	· Application &  interview

	Knowledge & Skills


	· Excellent verbal and written skills
· IT literate, an understanding of land and property related issues.
	· Ability to interpret complex information.
	· Application &t interview 


	Personal Qualities


	· Common sense, use own initiative
· Integrity
· Enthusiastic and confident

· Eye for detail-accuracy

· Good interpersonal skills
· Hard worker
· Team player
	
	· Application & interview

	Motivation & Expectations


	· Interested in working in the property profession.
· Able to work in a busy environment and be able to prioritise own workload.

· Work unsupervised


	· Ambitious
	· At interview

	Overall Appearance
	· Professional

	
	· At interview


PERSON SPECIFICATION








