PERSON SPECIFICATION


	
Job Title
	
Post Room Assistant
	
Post No
	


	
Department
	
Print & Post Room under the Finance Department

	

	
Essential Requirement
	
Desirable requirement
	
Method of Assessment

	
Qualifications




	
GCSE English & Maths grade C or above (level 4)
	
IT Qualifications
	
Application

	
Experience





	
Not necessary training will be provided 
	
Customer Service & working well in teams
	
Interview & probationary period

	
Knowledge & Skills




	
The ability to converse at ease with members of the public and provide advice in accurate spoken English is essential in this post
 
	
Basic use of inserting/franking machine but training will be provided.
	
Interview

	
Personal Qualities



	
Good customer service skills, work well in teams & time efficient.

	
Flexible & hardworking
	
Application
Interview
Probationary Period

	
Motivation & Expectations



	
Well motivated as post room can be constantly busy all day
	
Hard working & team player
	
Probationary Period

	
Overall Appearance


	
Presentable 
	
N/A
	
N/A
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