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	PERSON SPECIFICATION 


	ROLE

	ESSENTIAL REQUIREMENTS
	DESIRABLE

	
Qualifications
(What qualifications are needed)

	
GCSE or equivalent in English and Maths (A* - C) or equivalent NVQ


	
Educated to A level 

	

Experience
(What they know)

	
Excellent IT skills with a 
comprehensive knowledge 
of Microsoft packages
Experience in handling data
And use of databases
Experience in administrative procedures 
	
Advanced IT skills

Fast accurate typing skills



	
Skills
(What have they done)




	
Good communication and organisational skills

Ability to deal with the public on the telephone 

Ability to deal with distressed and sometimes difficult customers
	
Knowledge of council’s front line services



	

Behaviours
(Way of thinking and Acting)
	
Empathy

Polite

Flexible 

Ability to work on own initiative.

Good team worker

Tact, diplomacy and excellent interpersonal skills.

Confident manner

Ability to work under pressure.

Multi tasker

	
Pro-active to find new ways to improve efficiency.


Ability to work unsupervised

	Motivation & Expectations

	
High quality standards.

Self-motivated approach to work.



	
Interest in the environment

	Overall Appearance
	
Presentable
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