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Person Specification 


Position Title:

Freedom of Information (FoI) Co-ordinator
Position Ref. No:
Salary Grade:

Grade 4
Service:


 

	Essential Requirements 
	Method of assessment

	Education attainment/Qualifications

· General secondary school education 

	Application form/interview

	Knowledge and Experience

· Awareness of FoI legislation and how the public sector works

· Experience of administrative tasks


	Application form/interview

	Skills, Abilities and competencies

· Good timekeeping and diary management ability
· Good inter-personal and communication skills

· Strong administrative skills

· Microsoft Office™ skills especially Excel™


	Application form/interview

	Job related circumstances

· Willingness and ability to undertake training
· Commitment to Equal opportunities

	Application form/interview
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