TAMAR BRIDGE & TORPOINT FERRY JOINT COMMITTEE

PERSON SPECIFICATION

Job Title: 
Customer Services Assistant
Location:
Tamar Bridge
	ATTRIBUTES
	ESSENTIAL
	DESIRABLE

	Qualifications
	Good level of general education i.e.

GCSE Maths. English A - C
NVQ level 3 in Customer Service or

equivalent or relevant experience.
Good levels of literacy and numeracy.
	Formal IT qualification 

	Experience 
	Experience of working in a customer service environment.
Experience of:
· office working environments;
· using a range of IT software and systems i.e. spreadsheet, word processors, email, databases and other relevant systems;
· maintaining/developing systems for record keeping/filing, both electronically and paper based, 
· written communication;
· processing and accounting for customer payments;
· handling cash.
· Working with confidential and sensitive information
	Experience performing financial reconciliation of income from multiple sources 
Experience of handling front desk customer enquiries within a Public Sector environment.


	Knowledge and Skills
	Skills:

· written and oral communication skills including writing reports and letters;
· keyboard skills;
· multi-tasking and organisational skills;
· negotiation, advocacy and interpersonal skills dealing with customers, suppliers and colleagues

· financial reconciliation 
Knowledge of:

· standard Microsoft Office software.
Ability to:

· analyse complex information;
· write clear and accurate reports, letters to customers, other correspondence;
· act on own initiative and meet deadlines.
	Knowledge of
· direct debit systems/rules

· banking credit systems
· Experience of using spreadsheets & creating formulas
Public Sector financial regulations



	Personal 

Qualities
	· methodical

· accurate

· organised

· reliable
	

	Any Additional Requirements
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