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CHISLEHURST & SIDCUP HOUSING ASSOCIATION
Person Specification for Business Support Administrator
Responsible to Business Support Manager

EXPERIENCE

	1
	Experience of taking minutes, organising meetings and preparing Board and Committee papers for Senior Managers and Board Members 
	E

	2
	At least two years experience of dealing with members of the public
	E

	3
	At least two years experience of working in housing or a similar type of environment
	E


SKILLS AND ABILITIES

	1
	Ability to organise and prioritise own workload
	E

	2
	Excellent interpersonal skills
	E

	3
	Excellent verbal and written communications 
	E

	4
	Ability to draft concise and accurate  letters, reports and documents with minimum supervision
	E

	5
	Ability to use a variety of computer packages to an intermediate level including Word, Excel, PowerPoint, Email and  E Diary
	E

	6
	Ability to establish and maintain filing, office and administrative systems
	E

	7
	Ability to undertake diary management for Senior Managers 
	E

	8
	Ability to organise and produce PR events and materials
	E

	9
	Ability to deal tactfully and diplomatically with people at all levels
	E

	10
	Ability to take minutes to a high standard
	E

	11
	Ability to provide a responsive and effective service in a busy environment
	E


QUALIFICATIONS

	1
	Educated to GCSE level or equivalent in English and Mathematics. 
	E


SPECIAL CONDITIONS OF SERVICE

	1
	Ability to attend evening meetings
	E

	2
	Willingness to be trained to undertake range of duties required
	E

	3
	Able to carry out all responsibilities with regard to all relevant policies and procedures
	E


E stands for essential criteria. This means that in order to be selected for an interview, applicants must demonstrate how they meet all of the above criteria.
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