
PERSON SPECIFICATION

Directorate:	Corporate Resources & Customer Services
Department:	Democratic Services
Post:	Support Assistant to the Labour Group
Grade:	G

	Personal Attributes Required

	Essential (E)
Or
Desirable (D)
	Method of Assessment


	QUALIFICATIONS/TRAINING

· 3 A Levels/5 GCSEs and Level 3 in Administration or equivalent
· Advanced IT skills with competent knowledge and experience using Microsoft Office including Outlook, PowerPoint and Teams.
· Member of the Labour Party or willing to join (and must not be a member of any other political party).
· Qualification in ICT including use of Microsoft software applications.
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	EXPERIENCE

Essential:

· Extensive experience of email and diary management as well as prioritising multiple responsibilities to a deadline.
· Ability to work autonomously and deliver to challenging deadlines.
· Ability to maintain confidential and manage sensitive information and data in line with legislation and procedure.
· Ability to analyse and solve complex and conflicting priorities.
· A professional and confident manner with a high level of interpersonal and influencing skills.
· An ability to work with partners and colleagues and to constructively challenge where appropriate to do so.
· The ability to operate within a fast-paced environment and demonstrate resilience, confidence and integrity.
· Excellent communication and customer care skills.
· The ability to work flexibly to meet the needs of the organisation.
· High level of planning and organisational skills.
· Experience of working in a post whilst undertaking similar or comparable duties in a paid or unpaid environment, or the ability to demonstrate comparable qualifications, abilities and experience.

Desirable:

· Experience of producing work of a high standard and working to tight deadlines.
· Good understanding of the workings of local government.
· Experience of working in a fast paced and diverse organisation.
· Experience of working in a team environment.
· Experience of working with the media.
· Good understanding of the party structures, locally, regionally and nationally.
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	SKILLS/KNOWLEDGE/APTITUDES

Essential:

· Strong level of digital literacy, including office software suites and flexible ways of working (e.g. video conferencing, remote working).
· Ability to plan and organise work to produce a high level of output to quality standards, with an interest in getting involved in longer term developments of the service.
· Excellent written and oral communication, negotiating and influencing skills.
· Understanding of fairness and equality of opportunity at work and in service delivery.
· Able to work flexibly, to meet the demands of the job, including attendance at weekend and evening meetings if required to do so.

Desirable:
· Good problem solving and analytical skills.
· The ability to communicate and liaise efficiently at all levels within the Council.
· The ability to deal with distressed and/or aggressive citizens in a sensitive and professional manner.
· The ability to deal with potential conflict but deliver positive outcomes.
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	SPECIAL REQUIREMENTS

Essential:

· Ability to work flexible hours and attend evening and weekend meetings.
· Commitment to continuous professional development.

Desirable:

· An understanding of and a personal commitment to the Vision and Values of Sefton Council.
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	Prepared by: Lynne Prescott, Labour Group PA
	AF
	= Application Form

	
	I
	= Interview

	Date:	June 2024
	T
	= Test

	
	P
	= Presentation




