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PERSON SPECIFICATION
HR Assistant (Service Excellence)
Vacancy Ref: NXXX


	Criteria
	Essential/ Desirable
	Application Form  / Supporting Statements/ Interview *

	GCSE English and Maths Grade A-C or equivalent
	Desirable
	Application Form

	Experience of web editing and CMS use
	Desirable
	Supporting Statements /Interview

	Knowledge of applications such as Microsoft Word, Excel and email
	Essential
	Supporting Statements Interview 

	Demonstrate appropriate reasons for applying for this role 
	Essential
	Application Form  

	Ability to follow instructions and learn new processes
	Essential
	Supporting Statements Interview

	Ability to complete tasks and prioritise work
	Essential
	Supporting Statements Interview 

	Demonstrate a commitment for continuous improvement 
	Essential
	Supporting Statements Interview

	Good attention to detail
	Essential
	Application Form  

	A keen and positive approach to working in a team and have a flexible approach to work
	Essential
	Interview 

	Ability to use initiative and work independently when required
	Essential
	Supporting Statements/ Interview 

	Ability to communicate clearly and accurately face to face, by telephone and in writing
	Essential
	Application Form / Interview 

	Understanding and willingness to deliver excellent customer service
	Essential
	Supporting Statements/ Interview 



*
· Application – assessed against the application form, CV or covering letter to create a shortlist of candidates.  Your application will be “scored” on the basis of how you demonstrate that you meet these criteria.
· Supporting Statements - applicants are asked to provide a statement to demonstrate how they meet the criteria. The response will be “scored” on the basis of how you demonstrate that you meet these criteria as part of the shortlisting process. 
· Interview – assessed during the interview process by interview questions, tests or tasks.
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