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Person Specification

1. Ability to provide administrative support and to maintain office systems 
2. Ability to commit to and work within the aims, principles and policies of the Citizens Advice service  including an understanding of the absolute need for confidentiality
3. A good, up to date understanding of equality and diversity and its application to the provision of advice 
4. Ability to adhere to policies including Health and Safety
5. Ability to monitor and maintain own standards.
6. Ability to plan and organise own work to meet deadlines under pressure 
7. Ability to work on own initiative and as part of a team 
8. Good verbal communication skills, including the ability to deal appropriately with a range of people both face-to-face and by telephone 
9. Ability to write clearly and accurately, including drafting routine correspondence, and taking minutes at meetings 
10. Ability to use IT packages, including Microsoft Office and Google Suite plus database packages, and the ability to use email and to maintain an electronic diary 
11. [bookmark: _GoBack]Ability to research, analyse and interpret information 
12. Ability to use and maintain office equipment
13. Empathy with disability issues
14. Flexibility on working hours
15. Good numeracy skills
16. Ability to travel with access to own vehicle
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