	EXA  PERSON SPECIFICATION
POST TITLE
	Contracts Assistant


	Post Number

	7351

	Department
Division


	Community Learning & Commissioning 

Access to Resources


	
	

	
	Essential
	Desirable

	Qualifications & Training

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

	1.
3 GCSEs grade C or above including English and Mathematics
	(

	


	Achievement & Experience

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

	1. Experience of working in a busy office environment
2. Experience of working in an administrative role

3. Experience of using bespoke databases
	(
(

	(


	Knowledge

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

	1. Administrative knowledge
2. Knowledge & Understanding of Contracts
	(

	       (


	Skills

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

	1. Excellent IT skills (Word, Excel & Outlook)

2. Ability to input accurate statistical data 

3. Ability to communicate effectively with internal and external colleagues verbally and in writing 

4. Ability to prioritise workload

5. Ability to work under pressure and to tight and conflicting deadlines.

6. Ability to problem solve

7. Ability to use initiative to resolve queries
	(
(
(
(
(
(
(
(
	


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

	1. Attention to Detail
2. Highly Organised
	(
(
	


	Other

Any other competencies required to undertake the role.

	N/A
	
	


