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PERSON SPECIFICATION

Administrative Assistant
EVH Grade 3/4 
	ATTRIBUTE

	ESSENTIAL
	DESIRABLE

	
	
	
	

	
	Skills/Abilities
	· Excellent IT skills including proficiency in MS packages.
· Excellent organisational and time management skills 
· Strict attention to detail
· Commitment to meeting key targets and goals
· Ability to plan and prioritise own workload to meet targets
· Excellent interpersonal and communication skills, both verbally and in writing
· Ability to respect confidentiality and be discreet
· Educated to National 5 (or equivalent) as a minimum


	· Formal Qualification relevant discipline, e.g. Business, Admin, Housing etc


	
	
	
	

	
	Knowledge/
Experience
	
	· Delivering frontline services to the public
· Providing comprehensive administrative support

· Working in an office environment



	
	
	
	

	
	Personal Attributes
	· Ability to use own initiative

· Positive attitude

· Team working skills
· Flexible approach
· Commitment to the ethos of social housing 


	· Possession of a full, current driving licence or working towards this.
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