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PERSON SPECIFICATION

Post: Construction Services, Compliance Support Assistant Post No: XXXXXX	

Department:   Corporate Services                Division: Property & Building Services  

	Personal Attributes Required
(considerations)
	Essential (E)
Or
Desirable (D)
	Method of Assessment
(suggested)

	QUALIFICATIONS/TRAINING

Literacy and numeracy qualifications

Computer qualifications e.g. ECLD,  CLAIT	

Educated to a minimum of NVQ Level 3 or equivalent or suitable relevant experience.

	

E

D



D
	
AF/C/I

	EXPERIENCE

Experience of technical administration in a construction related environment.

Experience of working within a Local Authority environment and communicating with various levels of management

Experience in the entry and manipulation of data on electronic databases and in spreadsheets.

Experience in the field of statutory compliance; including performance analysis, manipulation of data and operational planning.

Experience in operating a Helpdesk service, with good communication and organisational skills. 

	

E


E


E


D



D
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	KNOWLEDGE/SKILLS/APTITUDES

Knowledge 
	
An understanding of the systems, processes and procedures necessary to support a busy office.

Knowledge of statutory compliance legislation and the technical requirements for ensuring compliance.

Knowledge of processes and procedures necessary to ensure effective compliance management. 

The role requires knowledge of the associated Council organisational policies, practices and procedures. 

	



E


D


D
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	Skills 
	
The post holder must have the ability to handle, process and store information where care, accuracy, confidentiality and security are important.

The post holder must have good dexterity, co-ordination and sensory skills, and the ability to apply these with precision

The post holder must have excellent communication skills - both written and oral.

The post holder must have the ability to form good working relationships with other internal departments, clients, contractors and the like.

The post holder must have the ability to prioritise and organise own workload, and that of others. 

The post holder must have the ability to be resilient and to work effectively under pressure to meet deadlines.

The post holder must have the ability to examine compliance test information and to identify non-compliant items and appropriate follow up action requirements.
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E
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E
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	Aptitude 
	
The post holder must work within recognised guidelines.  The work involves making frequent decisions, with ready access to senior officers.  The jobholder consults a manager for advice on policy or resource issues. 

The post holder will be required to work for prolonged periods of concentrated mental attention.
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	SPECIAL REQUIREMENTS

N/A

	


	




	Prepared by: P Bowe
	AF
	= Application Form

	
	C
	= Certificate

	
	I
	= Interview

	Date: 24.04.2023
	T
	= Test

	
	P
	= Presentation
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