Sunderland South Forum

Person Specification -Scale 2 – Points 11-13

Minimum Essential Requirements







Method of Assessment

1. WORK RELATED SKILLS



· Demonstrate a basic understanding 





Application form/Interview

Of community projects

· Demonstrate a knowledge of office






Application form/Interview

Routines and procedures

· Good self presentation, communication and




Application form/Interview

Diplomacy skills

· Show an awareness of and commitment of the




Application form/Interview

Need to provide a quality service

· Show ability to use own initiative and work




Application form/Interview
As part of a team

· Ability to work to tight deadlines






Application form/Interview
2. EXPERIENCE/EDUCATION/TRAINING
· NVQ II in Business Administration or 





Application form

Equivalent

· Previous experience in a similar office





Application form/Interview

Environment

· Typing, word processing experience

(E.g. RSA or equivalent)

3. OTHER REQUIREMENTS
· Willingness to undertake additional hours




Application form/Interview
As and when necessary
