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	PERSON SPECIFICATION – Technical Assistant (Planning)


	ROLE

	ESSENTIAL REQUIREMENTS
	DESIRABLE

	
Qualifications
(What qualifications are needed)

	
GCSE Maths and English grades A to C

	

	

Experience
(What they know)

	
Experience of dealing with the public face to face and by phone.

General office work


	
Experience of working within a Planning environment

	
Skills
(What have they done)




	
Excellent customer care and communication skills in person and by telephone.

Good attention to detail

I.T. literate


	
Innovative approach to problem solving

Able to work unsupervised and on our initiative.

Ability to interpret plans


	

Behaviours
(Way of thinking and Acting)
	
· TEAMWORK – Achieve more by working together
(List attributes i.e. Understands the benefits of working as a team and the fact that it includes the whole organisation not just your team)
· INNOVATION – Seek solutions to deliver services in the best way
(list the attributes i.e. collaborative in their manner, display good ideas).

· EFFECTIVENESS – Focused on achieving results
(list attributes i.e. communicates organised, good problem solver, self-motivated.

· RESPECT – Value the views and opinions of others 
(list attributes i.e. good listening skills, personable).
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