
	[image: image1.png]o
HALTON

BOROUGH COUNCIL





	PERSON SPECIFICATION


	Job Title:
	Courier – Records Management Unit

	Post Ref No:
	

	Directorate:
	Resources

	Division/School:
	Administration Shared Service

	Grade:
	HBC2


	MAIN PURPOSE OF THE JOB:

	To provide a courier service to establishments within the Borough and external customers.

To provide clerical support to Records Management Unit



	 

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	Education and Qualifications


	Holder of full UK Driving licence 

	
	Application Form

Documentation

	Experience


	Able to demonstrate a safe and responsible record of driving experience
Ability to work on their own following set procedures

Knowledge and use of Microsoft Office products such as Word and Excel

	
	Application Form

Documentation
Application Form

Interview

	Knowledge


	
	Geographical knowledge of Runcorn and Widnes
	Application form
Interview

	Skills and Abilities


	Good oral communication skills
Experience of using and inputting data into databases
	
	Application Form

Interview



	Other Requirements


	Respect for and ability to maintain confidentiality

A willingness to work as part of a team


	
	Application Form

Interview


NOTE TO APPLICANT – If shortlisted, any relevant issues arising from your references will be taken up at interview or at a later meeting if these have not been received prior to interview.
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