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RL19177/ BED008027/ A3704
	
TH&I PERSON SPECIFICATION

Post: Parking Assistant	Post No:	RL19177/ BED008027
				RL19178/ BED008028
				RL19179/ BED008029
				RL19180/ BED008030

Department: Highways and Public              	Division: Transport & Highways
	             Protection                                                 	Infrastructure  

	Personal Attributes Required
(considerations)
	Essential (E)
Or
Desirable (D)
	Method of Assessment
(suggested)

	QUALIFICATIONS/TRAINING

[bookmark: _GoBack]Literacy and numeracy qualifications, equivalent to NVQ level 2 or higher) or demonstrable work experience 

A keyboard / computer based qualification

	

(E)

(D)

	

AF/C




	EXPERIENCE

Experience of general administrative work.

Experience of working in a busy, customer focused environment.

	

(E)

(D)


	

AF/I/T/P





	KNOWLEDGE/SKILLS/APTITUDES

Knowledge

The job requires knowledge of the procedures for a range of tasks, some of which, singly or in combination, are relatively complex, and of the operation of associated equipment and tools.  Literacy and numeracy skills are required

	



(E)




	



AF/I/T/P

	Skills 

The job requires judgemental or creative skills, where there is some need to interpret information or situations and to solve straightforward problems.

The job involves exchanging orally or in writing varied information with a range of audiences.

The job involves the ability to investigate appeals and complaints and issue written responses

	

(E)



(E)


(D)



	

AF/I/T/P

	Aptitudes

The job involves working within recognised procedures, which leave some room for initiative.  The work may involve responding independently to unexpected problems and situations.  The jobholder generally has access to a supervisor/manager for advice and guidance on unusual or difficult problems.

The job requires medium periods of concentrated mental attention.

The post holder will be required to demonstrate the ability to perform at the following levels for core competencies:  Levels 1 (see appendix)

	

(E)






(E)


(E)

	

AF/I/T/P

	SPECIAL REQUIREMENTS

The post holder may be expected to attend meetings outside of normal working hours

The post holder will be expected to assist during special events including some limited evening / weekend working

The job will involve some exposure to potentially disagreeable and unpleasant people related behaviour.

	

(E)


(E)


(E)



	

AF/I




	Prepared by: 
	AF
	= Application Form

	
	C
	= Certificate

	
	I
	= Interview

	Date: 
	T
	= Test

	
	P
	= Presentation
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