CHARNWOOD BOROUGH COUNCIL

PERSON SPECIFICATION
POST:  Benefit Officer F543


GRADE:  5
   




 DIVISION:  Deputy Chief Executive’s (Benefits and Revenues)
	CRITERIA


	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	Experience


	Recent experience of dealing with members of the public both in person and on the telephone  in difficult and sensitive circumstances

Recent general clerical experience.


	6 months experience in a benefits environment 
	Application form

References

Interview

	Specialist Knowledge/

Skills


	Organisational skills

Keyboard skills – experience of windows based software

Ability to demonstrate a high standard of literacy and numeracy
	Able to understand complex legislation

Knowledge of Welfare Benefits

Knowledge of Housing/Council Tax Benefits and their application.
	Application form

Interview

Aptitude Tests



	Qualifications


	
	GCSE or equivalent English Language and Maths
	Application form

Certificates


	 Interpersonal Skills


	Listening Skills

Excellent communication skills
	
	Interview 

References

	 Disposition/Attitude


	Able to work as a team as well as own initiative

Accurate and able to check for errors

Able to solve problems

Able to manage own workload

Firm, confident, polite, calm, friendly and sensible

Able to work to targets and deadlines

Good attention span and concentration levels
	
	Interview 

References


DATE:  ..........................................................
Compiled by .......Bev Stone............................................................

