Tunbridge Wells Borough Council
Person Specification


POST TITLE: L&D and HR Graduate	
GRADE: 1	
SERVICE: HR	
	CRITERIA

	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	EXPERIENCE



	
Some experience of working, including placements, internships or part-time work

 
	
HR or L&D experience 
	Application form and interview

	QUALIFICATIONS/TRAINING
	
Degree Level qualification
	
Degree in HR, business or similar
	Application form and interview

	KNOWLEDGE


	
Knowledge of how HR or Learning and development operates
	
Employment law

	Application form and interview

	PRACTICAL & INTELLECTUAL SKILLS

	
Clear and concise communication skills (written and verbal).

Microsoft office suite including word, excel, powerpoint, outlook, teams, sharepoint.

Excellent organisational skills, able to prioritise.

Excellent attention to detail and accuracy.

Able to multi-task and work unsupervised, organise own workload and show initiative. Ability to prioritise to meet deadlines.

Confident dealing with people at all levels both within and external to the Council.

Ability to deliver outcomes and get colleagues to deliver their agreed outcomes as well

	
	Application form and interview

	
DISPOSITION/
ATTITUDE

	
Being adaptable and having a positive approach.

Team player who likes to show initiative and asks questions to gain a better understanding.

Remains calm under pressure and asks for help when needed.



	
	Application form and interview

	SPECIAL REQUIREMENTS

	Driving licence 
Access to a car for work purposes
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