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PERSON SPECIFICATION:  SUPPORT OFFICER   - Fixed Term (18 months)                                                         POST REFERENCE: 102196
	REQUIREMENTS
	ESSENTIAL CRITERIA

Please indicate in brackets after each criteria how this will be verified i.e. (F), (I), (T), (R) 
	DESIRABLE CRITERIA

Please indicate in brackets after each criteria how this will be verified i.e. (F), (I), (T), (R)

	· Educational/vocational/ occupational qualifications and/or training
· Specific qualifications (or equivalents)
	NVQ 3 in Business Administration or equivalent. (F)

RSA 3 in Word Processing or equivalent or evidence of this standard. (F, T)
	ECDL, IBT 2 or equivalent MS Office qualification. (F)

	· Work or other relevant experience


	Experience of producing complex typed documents / presentations using Microsoft Office i.e. PowerPoint, Excel and Word. (F, I, T)
Experience of providing dedicated secretarial support at senior level. (F, I)
Demonstrable experience of maintaining electronic diaries. (F)

Experience of organising and minuting formal meetings. (F, I)

Ability to take meeting and dictated notes accurately and quickly. (F)

Experience of maintaining administrative support systems. (F)


	Experience of using Microsoft Outlook. (F)
Experience of providing dedicated secretarial / PA support at directorate level in a local authority environment. (F, I) 

Experience of audio typing. (F)
Shorthand Skills. (F)


	ESSENTIAL/DESIRABLE CRITERIA WILL BE VERIFIED BY:   F = FORM           I = INTERVIEW          T = TEST(S)           R = REFERENCE(S)


	REQUIREMENTS






	ESSENTIAL CRITERIA

Please indicate in brackets after each criteria how this will be verified i.e. (F), (I), (T), (R) 
	DESIRABLE CRITERIA

Please indicate in brackets after each criteria how this will be verified i.e. (F), (I), (T), (R)

	· Skills, abilities, knowledge and competencies


	Proven ability to work on own initiative with a minimum of supervision and provide solutions to problems. (F, I)

Proven ability to work to deadlines and prioritise own workload. (F, I)
Demonstrates effective organisational skills and concern for high standards. (F, I, T)

Ability to communicate effectively and appropriately to a range of telephone callers and visitors including public, officers and external partners at all levels. (F, I)

Neat and accurate work. (F, T) 


	tieodeo



	· General competencies


	Demonstrates ability to work with a small team of colleagues in a co-operative and supportive way. (I)
Demonstrates an ability to work in an environment requiring professionalism, tact and confidentiality. (F, I)

Demonstrates confidence, sensitivity and calmness under pressure when dealing with difficult situations. (I)
	

	  ESSENTIAL / DESIRABLE CRITERIA WILL BE VERIFIED BY:    F = FORM    I = INTERVIEW    T = TEST(S)    R = REFERENCE(S)


Please note all appointments within Hartlepool Borough Council are subject to a declaration of medical fitness by the Council’s Occupational Health Service (having made reasonable adjustments in line with the Equality Act (2010) where necessary. 
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Hartlepool Borough Councilis an equal opportunities employer:
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