


Charnwood Borough Council – Person Specification

Post:
Administrative Assistant
Service Unit: 
Governance and Procurement
Grade: 

Section: 
-
	CRITERIA

	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	Experience


	Recent office administration experience
Experience of maintaining up to date and accurate electronic and paper records

	Experience of organising meetings and taking minutes
Experience of administering a grants or similar scheme.


	Application form/interview

	Specialist Knowledge and Skills
	Must be able to adopt a methodical, logical approach to tasks
Good working knowledge of MS Office including experience of using databases and spreadsheets
Making information available through websites or an intranet or the ability to quickly acquire these skills

	Awareness of the Freedom of Information and Data Protection Acts
Dealing with performance management and budget information

	Application form/interview/test

	Qualifications
	GCSE English and Maths at Grade C or above (or equivalent)
	ECDL or equivalent
	Application form/interview/test


	Interpersonal Skills


	Excellent interpersonal skills to establish positive relationships with officers, partner organisations, councillors and the public
Able to work as an active member of a small team

	
	Interview

	Disposition/Attitude
	Ability to work under pressure and to strict deadlines
Self motivated and well organised so that agreed deadlines and standards are met

Able to work autonomously / with the minimum supervision when called for 

Proactive in identifying solutions to issues
Customer Focused – able to prioritise the needs and requirements of our customers and continually ask ‘how can we make it better?’
A commitment to the value of diversity and achievement of equality of opportunity in both employment and service delivery

	
	Application form/interview


	Personal Circumstances


	Not applicable
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