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Person Specification

	Post
	Temporary Full time Admin.  Assistant to 31/03/27 (may be extended)

	Grade
	EVH Grade 4



	Education/Qualifications
	Essential
	Desirable

	Educated to higher standard or equivalent of which English is essential
	√
	

	Experience
	
	

	Sufficient experience of working in an Admin role within the social rented sector
	√
	

	Experience of working with the public
	√
	

	 Experience of providing admin support to the
 Operational departments 
	√
	

	 Minute Taking
	
	√

	Knowledge
	
	

	Good knowledge of the social rented sector
	√
	

	Good understanding of how the various departments operate within the social rented sector 
	√
	             

	Good working knowledge of information technology
	√
	

	Skills and abilities
	
	

	Possess Excellent Customer Care Skills
	√
	

	Good Organisational skills in managing your workload
	√
	

	Possess Excellent Communication Skills and have a pleasant telephone manner
	√
	

	Ability to work under pressure and meet deadlines
	√
	

	Ability to work as part of a team
	√
	

	Ability to take directions from Officers/Managers
	√
	

	Other Requirements
	
	

	Committed, flexible and adaptable approach to work requirements.
	√
	

	Commitment to ethos of social housing and RCHA’s
values, including equalities and human rights.
	√
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