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PERSON SPECIFICATION
CUSTOMER SERVCE ADMINISTRATOR
	
	Essential Criteria
	Desirable Criteria

	Education &
Qualifications

	· Maths and English grade C GCSE or equivalent.

	· Administration/customer services qualifications

· Office IT training or qualification 

	Work Experience

	· Experience of working front of house/reception/busy office environment.

	· Experience of working in a local council setting.

· Experience in accurate data entry, to deadlines, with careful attention to detail.

	Key Skills, Knowledge & Aptitude

	· Excellent office IT skills, able to use Microsoft Office software with confidence and keenness to learn new systems.
· Ability to communicate effectively both verbally and in writing to a range of audiences including customers, councillors and colleagues.
· Ability to remain calm, respond positively and proactively to unexpected problems and situations.
· Flexible and self-motivated approach to undertake varied & changeable tasks. 
· General knowledge of the role of parish & town councils.
	· Ability to update WordPress or similar websites.
· Knowledge of the services provided by Burnham-on-Sea & Highbridge Town Council.
· Knowledge of Burnham-on-Sea & Highbridge towns.
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