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REGENERATION AND ENVIRONMENT
PERSON SPECIFICATION

POST TITLE:
Business and Community Support Officer
GRADE:

Band 4
	

	ESSENTIAL


	DESIRABLE
	METHOD OF ASSESSMENT



	Educational Attainment


	· At least 4 GCSEs Grade C or above or equivalent including English and Maths


	· ONC or equivalent in Public Administration

· NVQ III in Business Administration

· First Aid Qualification

· Training in IT packages e.g. Microsoft Office


	· Application form

· Certificates



	Work Experience


	· Relevant clerical/admin experience

· Experience of using Microsoft Office including databases


	· Significant clerical experience
· Experience of working within a LA environment
· Experience of managing a diverse office workload

	· Application form

· Interview

· References

· Work Based Scenario


	Knowledge/

Skills/

Aptitudes


	· Good IT skills

· Good written communication skills

· Excellent verbal skills

· Good interpersonal skills

	· Basic knowledge of legislation relating to Community Safety

· Good skills of time management


	· Interview
· References

· Work Based Scenario



	Disposition


	· Able to prioritise work
· Enthusiastic

· Conscientious

· Able to deal with material of a sensitive nature

· Able to maintain confidentiality at all times

· Able to work as part of a team and on own initiative

· Flexible approach to work

· Committed to the principles of equality and diversity


	· Interest in Community Safety
	· Interview
· References



	Circumstances


	· Able to work regular shifts/out of hours 
	· Full current driving licence or access to a means of mobility support
	· Application form

· Interview
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