	PERSON
SPECIFICATION
POST TITLE : Courier and Mail room Assistant
	

	Post Number
 110147
	

	Department:
FacilitiesManagement 
Division: 
Customer and Property

Section: Mailroom
	

	
	

	
	


	Please number each item within each section and order in level of importance.
	( as appropriate

	
	Essential
	Desirable

	Qualifications & Training

The qualifications and/or training required to undertake the role.

	1. Full UK Driving Licence (Essential)
2. Extensive driving experience (Desirable)


	
	

	       
	
	


	Achievement & Experience

The level of experience/achievement required the post holder will have undertaken of the item specified.

	1. Previous experience of Courier/Mailroom and postal systems environment (Desirable)
2. Good knowledge of local area (Desirable)
3. Good oral and written communication skills (Essential)
4. Good administrative skills including photocopying, filing and problem-solving (Desirable)
5. Have a proactive, professional and flexible approach to work to (Essential)                                                                                                                                                                         

	
	


	Knowledge

The knowledge and level of understanding the post holder must have of the item specified.

	1. A willingness to learn and develop (Essential)

	
	

	Skills

The level of skill is required to undertake the item specified.

	1. Ability to deal with sensitive and confidential items of mail in accordance with codes of conduct. (Essential)

2. Ability to work on own initiative and be proactive in problem solving, especially in locating staff members and processing incoming mail (Essential)

3. To be able to deal with customers and colleagues in a polite and professional manner

4. To possess good organisational skills (Essential)

5. Have a proactive and professional and flexible approach to work (Desirable)

6. Able to adopt a common-sense approach with attention to detail (Essential)

7. Keen to develop with a willingness to learn (Essential) 
	
	


	Qualities and Attitude
The qualities and attitude the post holder must demonstrate.

	1. To wear uniform and personal protective equipment provided (Essential)

2. To have the ability to lift, bend, stretch, stand, carry boxes/sacks/furniture and use trolleys and safety ladders (Essential)

3. To work overtime when required to cover heavy work periods and to meet deadlines and cover civic events (Essential)


	
	


	Other

Any other competencies required to undertake the role.

	1.
To be well presented and of smart appearance (Essential) 
	
	


