PERSON SPECIFICATION
JOB TITLE

:
Temporary Personnel Officer

POST NUMBER
:
Ab6m

DEPARTMENT
:
Chief Executive's

DIVISION
 
:
Personnel

LOCATION

:
Millmead House

	
	ESSENTIAL
	DESIRABLE

	  Qualifications

	CIPD Full or Part qualified
	

	  Experience

	Previous selection interviewing experience. 

A minimum of two year's experience in an operational personnel role.
	Previous Local Government experience

Experience of disciplinary and sickness absence management case work.

	  Skills

	IT skills - Spreadsheets, Database and Word Processing packages.

Knowledge of computerised HR systems.

Excellent communication and interpersonal skills.

Presentation skills.
	Knowledge of Microsoft Office Packages

	  Personal Qualities

	Professional approach

Team worker             Self motivated            Resourceful

Ability to work under own initiative.

Ability to manage a varied and demanding work load.

Good personal presentation
	

	  Circumstances

	Able to be flexible in hours of work
	


