PERSON SPECIFICATION
JOB TITLE:  ADMINISTRATION ASSISTANT – CUSTOMER SERVICES TEAM

You will need to demonstrate in your application/at interview that you possess the essential criteria for this post as detailed below. In addition demonstration of some of the desirable criteria will also assist you greatly in your application.

	              SPECIFICATION
	ESSENTIAL
	             DESIRABLE
	 AS  SEASSESSED

	KNOWLEDGE

	

	Background knowledge of housing associations
	
	(
	App/int

	Working knowledge of Microsoft packages, including Word, Excel and Powerpoint or equivalent
	(
	
	App/ test

	
	
	
	

	SKILLS

	

	Ability to use information technology effectively and efficiently
	(
	
	App/test

	Ability to work efficiently and accurately to strict deadlines in a busy environment
	(
	
	App/int

	Able to work as a member of a team
	(
	
	App/int

	Able to work without supervision and use own initiative
	(
	
	App/int

	Excellent verbal and written communication skills
	(
	
	App/int

	EXPERIENCE

	

	Previous office and administration experience
	(
	
	App/int

	Customer service skills
	· 
	
	Int/test

	Professional telephone manner
	· 
	
	test

	EDUCATION

	

	GSCEs (or equivalent) including Maths and English
	(
	
	App 

	European Driving Licence or equivalent
	
	(
	App

	PERSONAL

	

	Trustworthy
	(
	
	App

	Confidentiality
	(
	
	App

	Professional and courteous
	(
	
	Int/test

	Flexible
	(
	
	App/int

	Able to relate to people whatever their background
	(
	
	App/int

	Commitment to Equality and Diversity
	· 
	
	App/int

	OTHER

	

	Good health and attendance record
	(
	
	App
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