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Beach Hut Officer
Role Profile		Operational
Service/Team	Commercial Operations / Seafront Operations
Career Grade	BCP Band G


	
Requirement
	Criteria

	Experience in an office and customer focused environment
	Essential

	Very strong administration and communication skills 
	Essential

	Proven Customer care skills
	Essential

	Ability to use own initiative working under minimal supervision 
	Essential

	Able to follow procedures, produce and maintain high quality standard of work, under pressure and to tight deadlines
	Essential

	Mathematically competent and able to accurately interrogate financial data and maintain records
	Essential

	Ability to work effectively as part of a team with conflicting demands
	Essential

	Able to multi-task and manage a varied workload 
	Essential

	Ability to handle confidential information with discretion
	Essential

	Working knowledge of MS-Office and competent user of IT applications 
	Essential

	Professional and adaptable with a positive approach to work
	Essential

	Experience of working with leases and service charges 
	Desirable

	Full, clean UK driving licence
	Desirable



This job description is not exhaustive and reflects the type and range of tasks, responsibilities and outcomes associated with this post.
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