PERSON SPECIFICATION

JOB TITLE

:
Clerical Assistant

POST NUMBER
:
Bx 67

DEPARTMENT
:
Environmental & Planning Services

DIVISION
 
:
Development Group

LOCATION

:
Millmead House

	
	
	ESSENTIAL
	DESIRABLE


	
	Qualifications

	GCSE English and Maths - Grade C or above
	

	
	Experience

	Knowledge of administrative procedures

Knowledge and practical experience of computer 

packages
	Specific knowledge of Microsoft suite software packages and Word for Windows.

	
	Skills

	Numerate, literate, articulate

Helpful telephone manner


	

	
	Personal Qualities

	Ability to work as part of a team

Ability to work under pressure to given deadlines

Ability to deal with the public at all levels

Polite and articulate

Flexible in approach to work duties

Willingness to learn

Conscientious
	Ability to take instruction

	
	Circumstances

	Office Hours - 8.30am to 5pm Mon to Thurs

                        8.30am to 4.30 Friday

Must be punctual
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