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PERSON SPECIFICATION

TEMPORARY INFORMATION ADMINISTRATOR

For effective performance of the duties of the post, the postholder will have, as a minimum, the skills and knowledge detailed in Essential Criteria.

	ATTRIBUTES
	ESSENTIAL CRITERIA
	DESIRABLE CRITERIA


	Qualifications:
	· GCSE Maths and English or equivalent 
	· NVQ – Level 2 - Using IT

	Knowledge:
	· Information systems and their uses

· Use of Information Technology to support practice


	· Lotus Notes Administration 

· Microsoft Word, Excel, Access, Lotus Notes
· Knowledge of the Data Protection Act 

	Experience:
	· Previous experience of using IT to provide Performance Information

· Previous experience of maintaining administrative systems


	· Previous experience of maintaining/developing databases and spreadsheets

· Previous experience of working in an information systems role.

	Skills
	· Good interpersonal skills 

· Able to communicate effectively with staff at all levels

· Able to assist  users and explain IT processes and systems in  meaningful terms to enable effective understanding

· Knowledge of databases and spreadsheets

· Analyse data appropriately and effectively

· Able to use initiative and work unsupervised

· Well organised, able to prioritise work and meet tight deadlines

· Attention to detail and able to produce accurate work

· Very good keyboard skills
	

	Abilities and Disposition:
	· High standard of computer literacy

· Ability to analyse, interpret and explain data in meaningful terms

· Good communicator, confident in dealing with staff at all levels

· Team Player

· Committed to Equal Opportunities and anti-discriminatory working practice

· Committed to personal development

· Willing to undertake further training as the role requires


	

	IN WARWICKSHIRE PROBATION AREA IT IS TAKEN AS READ THAT WE MAINTAIN CONFIDENTIALILITY AT ALL TIMES.
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