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	 Category
	 Essential Job Requirements 
	 Desirable Job Requirements 
	Method of Testing

	Job Related Skills and Knowledge: 
 
	· Able to deliver high levels of customer care.

· Strong communication and interpersonal skills 
· Able to learn and operate relevant systems both manual and computerised.

· Working knowledge of Microsoft Office to intermediate level. 

· Able to multi-task remaining calm and professional even in a pressurised customer service environment.

· Makes a positive contribution to teams.
· Ability to make decisions in line with current policies and information
· Able to learn, retain and pass on to others details of the council’s programmes and facilities 
	· Knowledge of Local Authority services 

· Working knowledge of Databox
· Local Community knowledge 


	Application form / Interview 

	Experience
	· Experience of working in a busy customer based service role. 
	· Experience of working within the leisure sector

· Experience of cash handling.
	Application form / Interview 

	Education / 
Qualifications: 
  
	· NVQ Level 2 in literacy and numeracy or equivalent
	· Customer Service qualification at NVQ2 or equivalent 
	Application form  

	Other Requirements: 
 
	· Friendly and approachable.

· Reliable and consistent.

· Expected to have less than the council’s target of 6 days sickness per year.

· Helpful and positive attitude.

· Physical appearance is respectable and professional 

· Able to meet the needs of a diverse community.
· Positive about change
· Flexible attitude to working practices and demands
· Responsible and trustworthy even when working unsupervised

· Willing and able to make a make positive contribution service delivery improvement
· Proactive approach to continuous personal development 


	 
	Past Work History / 

Interview 
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