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ADULT SOCIAL CARE AND COMMISSIONING

PERSON SPECIFICATION


POST TITLE:	Blue Car Badge Administrator 
	
GRADE: 	Band 4
		
		
	
ESSENTIAL

	
DESIRABLE
	
METHOD OF ASSESSMENT


	Educational Attainment


	· GCSE qualifications Grade C/Level 4 or above 

	· Administration or customer service qualification
· IT qualifications
	· Application Form
· Certificates
· Interview


	Work Experience


	· Experience of using digital information and technology 
· Experience of dealing with customer enquiries 
	· Experience of work in a customer service environment
· Experience of working with the Blue Badge Scheme

	· Application Form
· Interview 
· References

	Knowledge/
Skills/
Aptitudes


	· Able to maintain confidentiality at all times
· Able to communicate effectively with people using the service and staff
· Excellent IT skills
· Ability to analyse information and use judgement to make decisions

	
	· Interview
· References

	Disposition


	· Able to work as part of a team
· Ability to manage own workload
· Able to work under pressure to meet deadlines
· Empathetic towards people
· Flexible approach to work
· Committed to the principle of equality and diversity

	
	· Interview
· References

	Circumstances


	· Able to work flexible hours to meet the requirements of the service
· Baseline security clearance

	
	· Interview
· Basic check
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