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IPI PERSON SPECIFICATION

Post: Building Services Administrator	Post No.  19131

Department: Corporate Support	Division:  Home Improvements Service

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

	QUALIFICATIONS/TRAINING

Literacy and numeracy qualifications

E.C.D.L.	or	equivalent	Computer qualification
	


E E
	


AF/C

	EXPERIENCE

General Administrative experience

Experience of administration for Home improvement, Building Maintenance or within the social services/health sector.
	


E D
	


AF/I

	KNOWLEDGE/SKILLS/APTITUDES

Knowledge

An understanding of the systems, processes and procedures necessary to support a busy office.

Knowledge of Private Sector housing programmes and disabled adaptations including Minor Works

Understanding  of  the  Council’s  Equality and Diversity policies.

 Knowledge of construction services.
	




E




D

D 

D
	




AF/I



	

	Skills

The  post  holder  must  have  accurate keyboard skills excellent communication skills both written and oral along with a good telephone manner.


The post holder must have the ability to form good working relationships with other internal departments, clients, contractors and the like.


The  post  holder  must  have  the  ability  to gather and assess new information and to use it effectively. Ability to interrogate databases and produce reports

The post holder must have the ability to work
effectively as part of a team and use own initiative with a positive Can Do attitude, organise/prioritise own workload and that of others and working effectively under presure to meet recognised  performance targets/deadlines.
	


E





                 E






E




                         E


 
	


AF/I

	Aptitudes

The post holder must work within recognised guidelines.The work involves making frequent decisions, without ready access to senior officers. The jobholder consults a manager for advice on policy or resource issues.

The post holder must work for prolonged periods of concentrated mental attention.


The post holder will be required to be self motivated with a focus on personal and team achievements.
	


E








E 



E
	


AF/I




	
The post holder will be required to have empathy with the needs of older people and people with disabilities and have a genuine commitment to meeting their needs whilst being authoritative when necessary.

The post holder will be required to have a commitment to working to high standards of customer   care   and   delivering   a   quality service in a responsive and customer orientated environment.


The  post  holder  will  be  required  to   be reliable, trustworthy and conscientious possessing a commitment to the highest standards  of  conduct  when  dealing  with public funds.

The post holder will be required to be committed to self development, willing to learn, attend training courses as necessary and have a flexible approach to work.
	
E







E







 E




E
	

	SPECIAL REQUIREMENTS

None
	
	






	Prepared by:
	Sally Billington
	AF
	= Application Form

	
	
	C
	= Certificate

	Date:
	December 2019
	I
	= Interview

	
	
	T
	= Test

	
	
	P
	= Presentation
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