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Person Specification
Job Title: UNISON Branch Office Administrator (21 Hours a week)
Post No: UDB/01
Salary Band: UNISON Salary Grade 8 £29,840 - £31,482 (pro rata)


	Attributes & Criteria
	Method of Assessment

	Experience: ￼


	· Experience in a customer focussed environment.
· Successful experience in an office administration role
· Experience of working in a large or complex organisation
· Experience of using bespoke or specialist ICT applications. 
	Application Form
Interview
References

	Qualifications/Training:


	· 4 GCSE’s (or equivalent) including Mathematics and English.
· NVQ Level 2/3 in Business Administration
· Training in the use of IT systems and MS Office programmes.
	Application Form 
Certificates

	Aptitudes/Abilities:


	· Excellent interpersonal and communication skills (written and verbal) and ability to deal with upset/distressed or angry members mostly over the phone
· Excellent organisational skills
· Ability to use computer applications efficiently.
· Good keyboard skills
· Numerate with ability to check and assimilate figures quickly and accurately
· Ability to create spreadsheets and generate associated reports
· Ability to deal with conflicting priorities
· Ability to produce accurate minutes of meetings attended.
· Ability to work on own initiative
· Ability to adapt to change, adopting a pro-active and customer focussed approach
· Sound personal organisation skills, ability to prioritise and work effectively under pressure
	Application form
Interview
References

	Knowledge:


	· Fully conversant with Microsoft Office software packages including Outlook, Word, Excel and PowerPoint
· General understanding of bespoke ICT applications
	Application Form
Interview

	Attitudes/Motivation:


	· Positive and flexible approach
· An organiser
· Attention to detail and accuracy
· An understanding that the duties mean that confidentiality, diplomacy and integrity are essential
· An appreciation of the importance of good customer care
· Conscientious and proactive attitude
· Ability to listen and demonstrate empathy in difficult situations
· High level of customer care

· Commitment to and understanding of UNISON’s aims, values, priorities and objectives, along with a general understanding of trade unions."

	Application form
Interview
References
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