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PERSON SPECIFICATION

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

	ATTRIBUTES


	MINIMUM ESSENTIAL CRITERIA
	DESIRABLE CRITERIA

	Supports and understands the principle of Equal Opportunities
	(
	

	Equivalent of RSA 50 wpm
	(
	

	Assertive and able to use initiative; work unsupervised 


	(
	

	Organised and able to prioritise work
	(
	

	Able to work to tight deadlines
	(
	

	Previous experience of team working
	(
	

	Good communication skills – able to communicate with staff at all levels including external agencies


	(
	

	Good team worker 
	(
	

	Previous experience in reception\switchboard duties


	
	(

	Personal commitment to maintaining high standards of work
	(
	

	Previous clerical\admin background
	(
	

	Willing to undertake training and learn new skills as appropriate
	(
	

	Able to work in a non-discriminatory manner
	(
	

	Able to maintain confidentiality
	(
	

	Ability to be flexible and adapt to change
	(
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