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Person Specification

POST TITLE:
SENIOR ADMINISTRATION OFFICER
GRADE: 
4

SERVICE: 
WASTE & STREET SCENE

	CRITERIA


	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	EXPERIENCE


	· Significant work experience within the Waste, street cleansing & disposal industry.

· Using waste management systems - updating, reviewing and extracting data in order to produce reports e.g. performance indicators

· Work under pressure and to deadlines to achieve agreed outcome.

· Provide training and support to stakeholders.

· Working with contractors and internal and external service stakeholders
· Experience of implementing and managing administrative procedures within an organisation
	
	Application form and interview

	QUALIFICATIONS/TRAINING
	· A level standard or equivalent

· Computing software such as Microsoft Office suite (e.g. Word, Excel and PowerPoint

	· Business degree
	Application form and interview

	KNOWLEDGE


	· A sound knowledge and understanding of Waste & Street Cleansing Contract Management.

	
	Application form and interview

	PRACTICAL & INTELLECTUAL SKILLS


	· Strong interpersonal skills including the ability to negotiate and maintain good relationships with senior staff both internally and externally.
· Ability to work under pressure, prioritise and meet deadlines.
·  An excellent communicator with an ability to work well with operational teams.
· The ability to think imaginatively using creative problem-solving skills.
· Able to work collaboratively with others with a high level of problem solving, negotiating, and influencing skills.

· The ability to present ideas, explain complex information and set out salient information and the steps needed to be taken to improve the Local Environment services.


	
	Application form and interview

	DISPOSITION/

ATTITUDE


	· Ability to change attitudes and behaviours.

·  Demonstrable enthusiasm and drive
·  Positive attitude towards change and a desire to make a positive difference.


	
	Application form and interview

	SPECIAL REQUIREMENTS


	
	
	











