FROME TOWN COUNCIL
Person Specification
Administrator and Receptionist
	
	Essential
	Desirable

	Experience of
	
	

	providing excellent customer service
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	providing administrative support
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	managing social media sites and websites
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	preparing agendas and taking minutes
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	event organisation
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	working in local government 
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	Skills, knowledge and abilities
	
	

	Excellent verbal and written communication skills
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	Excellent IT literacy including Microsoft Office 2010 packages
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	Ability to plan ahead and meet deadlines
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	Commitment to produce good quality and accurate work
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	Ability to set up and maintain administrative systems
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	Ability to work on own initiative as well as part of a team
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	Commitment to respect confidentiality of the Council and that legal guidelines are observed
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	Education and qualifications
	
	

	A level or equivalent in relevant subjects 
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	Personal attributes
	
	

	A positive, flexible, adaptable approach to work and ‘can do’  disposition
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	Excellent organisational skills
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	Commitment to achievement of agreed objectives
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	Commitment to personal development and willingness to undertake training
	[image: image18.png]



	

	Willingness to work some evenings and weekends
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