

Person Specification 



Position Title:

Customer Service Apprentice
Position Ref. No:
Salary Grade:

Apprentice grade
Directorate:


Corporate Services
Service:


Customer Service Network



	Essential Requirements 
	Method of assessment

	Education attainment/Qualifications

· Numeracy and literacy skills
· Commitment to attend appropriate training to attain a Customer Service Level 2 qualification 


	Application form/interview

	Knowledge and Experience

· Ability to develop knowledge, experience of Council services
· Ability to work with minimal supervision

· Ability to work accurately with attention to detail

· Ability to organise workload

	Application form/interview

	Skills, Abilities and competencies

· Good communication skills
· Good keyboard skills and PC literacy


	Interview/Assessment

	Job related circumstances

· Ability to undertake Training
· Commitment to Equal opportunities

	Application form/interview


