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PADSTOW TOWN COUNCIL 

PERSONAL SPECIFICATION

RECEPTIONIST/ADMINISTRATIVE ASSISTANT
	Attributes


	Essential


	Desirable



	Qualifications and

Experience


	· 5 GCSE’s including English or equivalent
· Minimum of 2 years relevant clerical/administrative experience


	· NVQ 2/3 in administration or equivalent 
· Minimum of 2 years relevant clerical/administrative experience in Local Government 

	Knowledge and Expertise
	· Meeting and event organisation experience 
· Computer literacy knowledge: confident with the use of Word, Excel, Outlook, Powerpoint 
· Experience of dealing with the public on a regular basis

· Basic reception and office administrative experience 

	· Knowledge of Local Government 

· Experience of undertaking research and writing reports and minutes 
· Website and Social Media experience 



	Skills
	· Literacy and numeracy skills to a good standard of general education
· Good customer service skills
· Good verbal communication skills providing a sensitive, friendly and polite telephone manner
· Good organisational and work planning skills
· Ability to prioritise
· Able to meet strict deadlines, often working under pressure and balancing priorities

	   

	Personal Attributes
	· Good interpersonal skills including communication, team working, approachability, judgement, patience and flexibility
· Committed to providing high standards of quality service to the Council’s customers
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