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Person SpecificationPRIVATE 

JOB TITLE
:
Active & Healthy People Programme Adminsitrator
GRADE
:
TBC Anticipated Salary Range £18,932-£21,342






POST NO
:
4198
SERVICE
:
Communities, Health & Wellbeing and Sport
UNIT

:
Active & Healthy People
	SELECTION CRITERIA
	ESSENTIAL

(
	DESIRABLE

(
	CATEGORY

	QUALIFICATIONS & KNOWLEDGE
Educated to GCSE standard with GCSE Maths and English Grade C or above

Other IT qualifications e.g. ECDL

Possess an excellent working knowledge of MS Word, Excel and Powerpoint and have  an expert knowledge of Outlook
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	EXPERIENCE & SKILLS
Experience of working as a PA

Shorthand

5 years minimum experience of working in an office environment

Experience of working with Senior Management

Ability to produce high quality, accurate work to tight timescales

Ability to work effectively under pressure with conflicting demands

To possess excellent communication skills

Experience of working within local government

Experience of report writing
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	SPECIAL REQUIREMENTS & ATTITUDE
To have a passion for people leading active and healthy lifestyles.

To be self-motivated and be able to plan and prioritise own workload

To be discrete and confidential, as required

Use initiative, be reliable and assertive.

To be flexible and, on occasion, be able to work outside office hours
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COMPLETED BY:
Programme Lead, Active & Healthy People, Communities

DATE: April 2018



CATEGORY: A – Application, C - Certificates, T – Testing, I – Interview, 
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