

DARLINGTON BOROUGH COUNCIL

PERSON SPECIFICATION

ECONOMIC GROWTH AND NEIGHBOURHOOD SERVICES

JOB TITLE: Management Systems Assistant
POST NO: POS008290
All appointments are subject to satisfactory references.

	Criteria No.
	Attribute
	Essential

(E)
	Desirable

(D)

	
	Qualifications & Education
	
	

	D1
	NVQ Level 2 in Business Administration, IT or Quality Management.
	
	D

	
	Experience & Knowledge
	
	

	E1
	Approximately 2 years previous experience working in an office providing a broad range of support services.
	E
	

	E2
	Knowledge and understanding of Quality Environmental/H & S management systems and document control systems.
	E
	

	E3
	IT literate, capable of using MS Word/Excel.
	E
	

	E4
	Experience of using a variety of tailored software packages to input, extract, interpret and process data to provide accurate information and detailed reports.
	E
	

	E5
	Ability to maintain and develop in-house software packages and produce reports.
	E
	

	D2
	Knowledge and understanding of the principles of Quality Environmental / H & S management systems.
	
	D

	D3
	Knowledge of Local authority operations and processes.
	
	D

	
	Skills
	
	

	E6
	Ability to communicate both orally and in writing to a range of internal and external partners, customers and service management.
	E
	

	E7
	Ability to prioritise a varying workload and have a methodical approach to work.
	E
	

	E8
	Ability to work successfully as an individual and as part of a team.
	E
	

	E9
	Ability to compile, maintain and retrieve accurate records.
	E
	

	
	Personal Attributes
	
	

	E10
	Ability to work under pressure, determine priorities and meet tight deadlines.
	E
	

	E11
	Ability to use own initiative and logical reasoning and to develop systems and processes.
	E
	

	
	Special Requirements
	
	

	E12
	To be flexible over working arrangements to meet the demands of the service.
	E
	

	E13
	Capable of independent travel to carry out the requirements of the post 
	E
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