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COMMUNITY OPERATIONS 
PERSON SPECIFICATION

POST TITLE:
Performance Delivery Officer


GRADE:

Band 6


	

	ESSENTIAL


	DESIRABLE
	METHOD OF ASSESSMENT



	Educational Attainment


	· Level 5 qualification or equivalent in a relevant subject
	· Formal IT qualification

· Evidence of continuous professional development  
	· Application form

· Certificates

	Work Experience


	· Experience of producing performance information, analysing data and recommending service improvements

· Experience of working within a grounds maintenance, street cleaning, waste services or social housing environment 

· Experience of prioritising personal workload and meeting deadlines 

· Experience of working in a customer facing role
· Evidence of complaints handling


	· Experience of data analysis within a grounds maintenance, street cleaning, waste services or social housing environment
· Experience of dealing with Subject Access Requests and Freedom of Information requests
· Evidence of involving customers to improve service delivery

	· Application form

· Interview

· References

· Presentation /assessment exercise



	Knowledge/

Skills/

Aptitudes


	· Excellent verbal and written communication skills

· Excellent IT skills

· Able to use a range of IT packages to produce and analyse data   

· Effective planning and organisational skills

· Excellent customer care skills


	· Good understanding of multi-agency or partnership working

· Detailed understanding of data protection and freedom of information legislation


	· Interview
· References

· Presentation /assessment exercise



	Disposition


	· Able to act on your own initiative and a good team player
· Able to work in pressurised situations
· Positive attitude to problem solving

· Able to influence and persuade others
· Tactful and diplomatic

· Willingness to attempt new challenges and approaches

· Committed to delivering an excellent customer service
· Flexible approach to work
· Committed to the principles of equality and diversity


	
	· Interview
· References



	Circumstances


	· Prepared to work outside normal working hours
· Full current driving licence or access to a means of mobility support

	
	· Interview

· Application form
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