	Job Title:

Technical Assistant (Drawing office)
Purpose:
Assist with the day to day upkeep, control and updating of technical drawings and information.  Provision of technical assistance to project managers, engineers and other stakeholders.
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Person Specification 
Date: 10.05.22
	ESSENTIAL CRITERIA

	
	

	EDUCATION

	Minimum NVQ Level 2 qualification, or equivalent, in a technical, engineering or similar related subject.
	Application Form/ Certificate

	SPECIFIC KNOWLEDGE

	IT literate including the use of AutoCad and Microsoft Office or similar applications.
	Application Form/Interview/Practical Test

	SKILLS & COMPETENCIES

	Good organisational skills, with the ability to follow instructions and achieve results.
	Application Form/Interview

	Good written and verbal communication skills.
	Application Form/Interview

	Ability to form effective working relationships, across various departments.
	Application Form/Interview

	Adaptable across a range of tasks and environments.
	Application Form/Interview

	Ability to use own initiative.
	Application Form/Interview

	Problem solving attitude
	Application Form/Interview


	DESIRABLE

	Experience of working in a Drawing Office or similar environment.
	Application Form/Interview

	Hold a driving licence.
	Application Form/Interview


