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Person Specification

Job Title:
Administrative Assistant – Sunderland Safeguarding Children Partnership (SSCP)

Service:
Community Resilience

Role Profile Ref:
BS3

	Essential Requirements
	Method of Assessment

	Experience/Education/Training
· Experience of partnership working

· Experience of working within a challenging, often emotive role desirable
· Significant secretarial and administrative experience and acquired knowledge of secretarial and administrative procedures

· Experience of working with confidential information

· Experience of coordinating/managing response for information within required deadlines

· RSA 3 or NVQ 3 level or equivalent or significant secretarial and office work experience and acquired knowledge of secretarial procedures .
	Interview/ Application form/
Certificates 

	Skills/Knowledge and Ability
· Be able to provide excellent customer service by being able to delight customers, and deliver high quality tailored services to meet needs and exceed expectations 
· Working knowledge of MS Office suite including Outlook, Excel & Power Point.
· High level of secretarial/administrative skill with speed and accuracy 
· Ability to produce high quality minutes/notes of meetings

· Advanced keyboard skills

· Good working knowledge of Information Governance
Procedures
· Ability to work independently and prioritise workload
· Ability to travel within and outside of the City 
· Be able to adapt behaviour to suit the situation or customer.


· Able to see tasks through to completion, ensuring they are completed on time or to deadlines and to a high degree of accuracy
· To demonstrate the Council’s values.
	Interview/ Application form

	
	

	Work related circumstances 

· Ability to work outside of normal working hours to meet the needs of the service

· Ability to meet the travel requirements of the post.
· Compliance with health and safety rules, regulations and legislation
· Commitment to Equal opportunities 
· Committed to continuous improvement  


	Interview/ Application form
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