PERSON SPECIFICATION

Post:
Casual Mayoral Attendant                                     
Post No.18622
Department: Civic & Mayoral Services                
Division:  
Governance & Civic Services
	Personal Attributes Required

(considerations)
	Essential (E)

Or

Desirable (D)
	Method of Assessment

(suggested)

	QUALIFICATIONS/TRAINING

Full, clean and valid drivers licence

	E
	AF/I

	EXPERIENCE

Experience of speaking in public

Experience of driving VIPs and Dignitaries

Advanced Drivers Licence

Experience of Administration/Office environment
Experience of serving alcoholic beverages/ operating a bar service at functions

Be familiar with waiting on a VIP table (e.g. Silver Service)


	E

E

D

E
E

D

	AF/I
AF/I
AF

AF

AF/I

AF/I



	SKILLS/KNOWLEDGE/APTITUDES
Knowledge -


Knowledge of Civic Protocol

Skills –

To be able to drive safely, appropriately, responsibly and in a manner that befits the Mayoral Office.


	D

E


	AF/I

AF/I


	Ability to carry out basic car care and maintenance

Ability to carry out basic painting and decorating skills

To maintain the security of Civic Regalia (or similar valuable items) at all times.

To maintain Civic Silver collection or similar in a presentable condition
Aptitude -


To provide a professional service to the Mayor at all times, by maintaining the dignity of the post in a quiet and unobtrusive manner

To be able to make public announcements at small/large indoor and outdoor engagements in a clear and audible voice.


	E

E

E

E

E

E
	AF/I
AF/I

AF/I

AF/I

AF/I


	SPECIAL REQUIREMENTS
Ability to work unsociable hours as part of a rota.


	E
	AF/I


	Prepared by: Shaun Pimblett Civic & Mayoral Services Officer
	AF
	= Application Form

	
	I
	= Interview

	Date: January 2017
	T
	= Test

	
	P
	= Presentation
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