PERSON SPECIFICATION

POST : Housing Standards Team – Housing Standards Support Officer	Post No: 

Service : Investment & Housing Services		Team : Housing Standards
	
	
PERSONAL ATTRIBUTES REQUIRED
	ESSENTIAL (E)
OR
DESIRABLE (D)
	HOW
ASSESSED

	Qualification

GCSE English & maths Grades A-C or equivalent (or demonstrate experience)

	

E

	

AF/I/C


	Experience

     Experience of providing administration support

Experience of using a Windows based Computer package and programmes (e.g.) Word, Excel, etc

Experience of dealing with the public or providing services to customers.

Experience of undertaking property inspections


	

E


E

E


D


	

AF/I


AF/I

AF/I


AF/I/T




	Knowledge / Skills / Aptitudes
Skills
Interpersonal and communication skills enabling effective communication with customers.

Ability to work effectively as part of a team with the minimum of supervision.

IT skills including use of spreadsheets and data inputting

Knowledge

Knowledge and understanding of Housing legislation and it’s use in enforcement processes

Aptitudes
Ability to provide frontline support to enable positive representation of service or team.


	

E


E


E





D


E


	

AF/I


AF/I


AF/I





AF/I


AF/I




	Special Requirements

Full driving licence with access to own car for business purposes

Willingness to work outside normal office hours as and when required

	

D


D


	

AF/I/C


AF/I
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