Person Specification 


Position Title:

Housing Apprentice
Salary Grade:

Apprentice grade
Directorate:


Neighbourhoods Directorate
Service:


Housing Service 

	Essential Requirements 
	Method of assessment

	Education attainment/Qualifications

· Good level of numeracy and literacy skills. (Must pass a Functional Skills Assessment (Maths and English))
· Good IT skills, specifically in the use of Microsoft and Office 365 packages
· Commitment to complete assignments / projects and complete training to attain an appropriate NVQ / Apprentice qualification

	Application form/interview

	Knowledge and Experience

Ability to develop knowledge, experience of;
· Processes within an office environment
· Software applications

· Corporate styles of correspondence.

· Management and Governance structure

	Application form/interview

	Skills, Abilities and competencies

· Always punctual

· Ability to work to instructions
· Ability to work to defined timescales, including occasional tight deadlines and completing tasks
· Effective communication skills
· Ability to work alone or as part of a team

· Ability to display discretion and maintain confidentiality

· Able to see tasks through to completion, ensuring they are completed on time or to a deadline correctly
· Ability to listens to others to assess requirements in order to respond appropriately and efficiently.
· Able to pay attention to detail.
· Able to work effectively within a busy team environment, or independently taking personal ownership when required
	Application form/interview

	Job related circumstances

· Must treat all information as highly confidential

· Positive attitude
· Ability to undertake Training
· Commitment to Equal opportunities
· Ability to work unsupervised at times.

· A flexible and adaptable approach to work


	Application form/interview
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