CHARNWOOD BOROUGH COUNCIL

PERSON SPECIFICATION

Post:  M155




Title: Administration Assistant

Grade: Scale 3




Division Leisure & Environment 

	 
	ESSENTIAL
	DESIRABLE

	EDUCATION/

QUALIFICATIONS
	· Minimum of 5 GCSE passes at grade “C” or above in academic subjects including English Language and Mathematics


	 

	EXPERIENCE


	· Supporting public agencies and/or community groups in an administrative role

· Dealing with the public

· At least 1 year working in an office environment

· Data collection and analysis

· Use of computer-based systems to record and monitor data
	· Working within a sport/physical activity environment

	SKILLS & ABILITIES


	· excellent communication and interpersonal skills

· good written communication skills enabling completion of a variety of forms.

· good overall IT skills including use of Microsoft Word and Excel

· be able to work well under pressure and to meet deadlines whilst maintaining the highest standards of quality.

· ability to carry out the duties in accordance with the Council’s Equal Opportunities Policy 


	· able to undertake work under supervision but be able to work independently 

· ability to cope with change and maintain calmness under pressure

· Good skills in use of website content management software.

	INTERESTS AND UNDERSTANDING
	· an understanding and commitment to equal opportunities, customer care and fair play in sport

· have a genuine interest in working with people in local community settings

· awareness of needs of different community groups


	· a knowledge of physical activity agenda/ community sports development

· understanding the basic principles of the link between physical activity and health 



	TRAINING & DEVELOPMENT
	· Demonstrate a willingness to undergo relevant training and a commitment to continuous professional development
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