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HALTON

BOROUGH COUNCIL




	PERSON SPECIFICATION


Job Title: 

ADMINISTRATION OFFICER
Job Ref. No:

Directorate: 

Enterprise, Community & Resources
Division: 

ADMINISTRATION SHARED SERVICE
Grade:

HBC3

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	Education and Qualifications
	Educated to GCSE standard or equivalent and ideally should have 5 passes at grade C or above including English and Maths
	
	Application

	Experience
	Experience of managing administrative and information systems

Thorough knowledge, use and experience of IT packages including Microsoft Office

Experience of meeting administration including taking minutes and organising meetings using Microsoft Outlook
	Experience of using bespoke software systems within Local Government

Experience of setting up and modifying administrative and information systems

Experience of using Agresso


	Application and interview
Application and interview

Application and interview

Application and interview

	Skills and Abilities
	Good typing skills
Excellent communication skills
	Typing qualification
	Application and interview
Application and interview

	Other Requirements
	An awareness of the importance of confidentiality
A willingness to work as part of a team

Ability to work to tight deadlines

Ability to work remotely 
	
	Application and interview
Application and interview

Application and interview


The Council and its schools are committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expect all staff, workers and volunteers to share this commitment.
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