[image: image1.jpg])
Sunderland
City Council




Person Specification
Job Title:



Senior Personal Assistant 
Service: 



Business Support
Role Profile reference:

BS4S
	Essential Requirements
	Method of Assessment

	Experience/Education/Training

Thorough knowledge and experience of:
· Diary Management and arranging meetings

· Creating, formulating and editing documents including reports, letters, spreadsheets, presentations 
· Coordinating travel and accommodation 
Experience of successfully working on own initiative.
Experience of introducing new ways of working, particularly adopting innovative and flexible methods.
Experience of managing competing and demanding deadlines whilst maintaining high levels of accuracy.
Experience of meeting and exceeding customer expectations.
.
Experience of using IT packages, such as Microsoft Word and Excel
 

Experience of making effective decisions whilst balancing competing objectives and resources.

	Application Form/ Interview

	Skills/knowledge and Ability
Be able to provide excellent customer service.
Be able to communicate effectively verbally, in person or over the telephone, and in writing to share and obtain information. 
· Excellent PC Skills to include effective use of preparing documents, recording information and inputting data.
· Ability to listen to others to assess requirements in order to respond appropriately and efficiently.
· Excellent time management skills.
· Ability to influence others towards shared goals.
· Excellent inter-personal skills and ability to integrate and develop good relationships within a team.
· Be able to demonstrate excellent advisory and organisational skills.
· Be able to work effectively despite changes in colleagues, settings and environment.
· To demonstrate the Council’s values.
	Application Form/ Interview

	Work related circumstances 

· Ability to meet the travel requirements of the post.
· Ability to work outside of normal working hours to meet the needs of the service.
· Compliance with health and safety rules, regulations and legislation.
· Commitment to Equal Opportunities.
	Application Form/ Interview


