EXETER CITY COUNCIL

PERSON SPECIFICATION
DEMOCRATIC/CIVIC SUPPORT
LORD MAYOR’S SUPPORT ASSISTANT - 0158
	SELECTION CRITERIA
	ESSENTIAL
	DESIRABLE



	QUALIFICATIONS
Minimum of 5 GCSE’s (or equivalent) including English 
ECDL (European Computer Driving Licence)

RSA II Qualification (or equivalent)

RSA III Qualification (or equivalent)
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	EXPERIENCE
Knowledge of Local Government Public Service experience
Knowledge of civic protocol
Ability to work to strict deadlines
Clerical experience
Word processing experience
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	SKILLS
Keyboard/Computer skills
Ability to use Microsoft Word including tables, mail merge
Ability to take shorthand
Attention to detail and methodical methods of working

Good communication skills especially telephone skills and the ability to deal politely and tactfully with the public

Able to work well in a team

Able to keep accurate clerical records

Able to conduct oneself in a discreet and confidential manner

Committed to high standards of customer care

Ability to work in a tidy and orderly manner
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