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PERSON SPECIFICATION

Sets out the qualities which are either essential or desirable for the postholder to enable him/her to carry out duties effectively.

	
Post Title:   Business Support Officer 
Directorate: One Legal

	
Post No:  
Scale:  D


	Essential (E)/Desirable (D)
	

	

	Qualifications
	Experience

	Substantial experience in undertaking technical processes within a professional environment (E)
Business Administration Level 3 (D)
	Substantial experience of successfully undertaking technical processes and procedures within a professional environment (E)
Experience of legal casework, legislation and policy (D)
Previous experience of Business Support work in local government/public sector (D)
Finance experience (D)

	
	

	Aptitudes/Skills
	Personal Qualities

	Excellent written and verbal communication skills (E)
Excellent inter-personal skills to develop and maintain effective working relationships within the team and a wide range of internal and external stakeholders (E)
Accurate diary management (E)
Able to effectively plan and prioritise varied workload around tight deadlines (E)
Excellent IT skills to utilise work systems and Microsoft Office applications (E)
Excellent word processing skills (E)
Excellent keyboard skills to input data precisely and draft complex documentation (E)
Software development skills (D)
Ability to administer and take responsibility for office processes including post, legal training, file and deeds storage in line with GDPR (E)
Finance experience (D)
	Self-motivated (E)
Strong customer focus (E)
Team orientated (E)
Tact and Diplomacy (E)
Flexible in terms of responsibility and whatever it takes to get the job done (E)
Able to use own initiative and work with minimal supervision (E)
Able to work in a pressured environment, deal with multiple tasks and remain focused on service delivery (E)
Calm, helpful and co-operative disposition (E)
Ability to respect confidentiality (E)

	

	Any other (not specified above)
Commitment to the principles of equality, diversity, Risk Management and Health and Safety (E)
Regular local travel and travel to client places of business (E)
Commitment to working for multiple clients and from multiple locations (E)
Out of hours working to attend meetings and meet peak workloads (E)
Full Driving Licence with use of motor vehicle (D)
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