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COMMUNITY OPERATIONS 
PERSON SPECIFICATION

POST TITLE:
Support Officer – Asset and Property Services


GRADE:

Band 4


	

	ESSENTIAL


	DESIRABLE
	METHOD OF ASSESSMENT



	Educational Attainment


	· 2 GCSE’s at grade C OR above OR equivalent in Numeracy and Literacy
· Relevant experience OR hold OR be willing to work towards level 2 business administration 

	· BTEC ONC or equivalent

· ECDL/CLAIT or equivalent
	· Application form

· Certificates

	Work Experience


	· Relevant experience working within an office environment 

· Experience of word processing within an office environment 

· Experience of arranging meetings and minute taking 

· Experience of providing administrative support and managing diaries 

· Experience of dealing with customer enquiries either face to face or over the telephone
· Experience of prioritising personal workload and meeting deadlines 

· Experience of using IT eg, Microsoft Office, Excel & Word 
· Dealing proactively with complaints and enquiries

	
	· Application form

· Interview

· References

· Work based Scenario



	Knowledge/

Skills/

Aptitudes


	· Excellent organisational and time management skills 

· Competence in the summarising and recording of meetings 

· Able to use IT e.g. Microsoft Office and all associated programmes 

· Able to act on own initiative and a good team player 
· Good verbal and written communication skills

	· Advanced computer skills
· Able to prepare reports to a high standard
	· Interview
· References

· Work based Scenario



	Disposition


	· Able to prioritise work to meet deadlines 

· Able to maintain confidentiality 

· Able to deal with people at all levels 

· Able to problem solve 

· Able to work under pressure

· Able to work as part of a team 
· Self-motivated and able to manage time, undertaking relevant tasks and activities without always having to be asked while demonstrating a positive attitude and approach to work

· Flexible approach to work 

· Committed to the principles of equality and diversity 

	
	· Interview
· References



	Circumstances


	· Willingness to work outside normal office hours
	
	· Interview
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