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COMMUNITY OPERATIONS 

PERSON SPECIFICATION

POST TITLE:	Assistant Asset Officer	

GRADE:		Band 5
		
		
	
ESSENTIAL

	
DESIRABLE
	
METHOD OF ASSESSMENT


	Educational Attainment


	· Minimum of 4 GCSEs Grade C or above or equivalent

	· Level 3 Qualification in Business Administration or equivalent  
	· Application form
· Certificates


	Work Experience



	· Experience of working in a social housing or repairs and maintenance environment
· Experience of data administration to support business objectives
· Experience of working with customers
· Experience of resource planning or diary management

	· Experience of asset management and data analysis

	· Application form
· Interview
· References
· Work Based Scenario


	Knowledge/
Skills/
Aptitudes



	· Able to analyse and process numerical data
· A strong knowledge and understanding of IT packages with the ability to interpret information
· Good communication, consultation and negotiation skills

	· Knowledge of Asset Management and stock condition information
	· Interview
· References
· Work Based Scenario



	Disposition







	· Professional, non-judgemental yet assertive
· Team player
· Confident
· Consistently striving to achieve outcomes of a high standard
· Flexible approach to work
· Committed to the principals of equality and diversity

	
	· Interview
· References


	Circumstances
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