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COMMUNITY OPERATIONS 

PERSON SPECIFICATION

POST TITLE:	Data Co-ordinator

GRADE:		Band 4
		
		
	
ESSENTIAL

	
DESIRABLE
	
METHOD OF ASSESSMENT


	Educational Attainment



	· Relevant vocational qualification at Level 2 or higher
· GCSE English and Mathematics Grade C or higher

	· Data Management Qualification

	· Application form
· Certificates


	Work Experience



	· Significant experience of data entry
· Use of MS Office applications
· Experience of dealing with contentious enquiries via the phone
· Offering advice to stakeholders concerning housing asset related issues

	· Experience of working in Social Housing Asset Management

	· Application form
· Interview
· References
· Assessment


	Knowledge/
Skills/
Aptitudes



	· Good knowledge of MS office applications including Access and Excel
· Excellent verbal and written communication skills
· Knowledge of Asset Management principles
· Accurate and fast data entry skills

	· Knowledge of Housing and construction
	· Interview
· References
· Assessment



	Disposition







	· Able to prioritise workload
· Able to work as part of team
· Able to work under pressure 
· Flexible approach to work
· Committed to the principles of equality and diversity

	
	· Interview
· References


	Circumstances


	· Able to work outside normal working hours
	
	· Interview
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