CHARNWOOD BOROUGH C0UNCIL

PERSON SPECIFICATION

POST:
Customer Advisor
GRADE:
Scale 4



DIVISION:
Partnerships & Customer Services
	CRITERIA


	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	Experience


	Recent experience in a front line customer service environment.
	Experience of dealing with a variety of customers.

Experience of handling cash and of payment receipting systems.
	Application Form

Interview

	Specialist Knowledge/Skills


	High standard of IT literacy including working knowledge of MS Office.
Ability to work well within a team.
	Basic knowledge of the Data Protection principles

Knowledge of frontline services provided by the Council.

Awareness of Health & Safety and Equalities issues.
	Application Form

Interview

	Qualifications


	
	CLAIT (or equivalent)
	Application Form

Certificates


	Interpersonal Skills


	Able to communicate in a professional manner.

Good Listener.

Tact, diplomacy and empathy.
	
	Application Form

Interview

References



	Disposition/Attitude


	Commitment to Customer Care.

Enthusiastic self-starter.

Ability to work accurately under 

pressure and with minimum of supervision.
Calm and tactful.
Good team worker.
	
	Application Form

Interview

References

	Personal Circumstances


	Flexible and adaptable to meet business needs.

	
	Interview


