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	PERSON SPECIFICATION 


	ROLE
Mobile Locality Officer
	ESSENTIAL REQUIREMENTS
	DESIRABLE

	
Qualifications

	· Grade C (grade 4) GCSE or higher in English and Maths 

· UK Full, clean Driving Licence

· Experienced Driver
	· NVQ in Customer Service or equivalent

	

Experience

	· Previous experience of dealing with customers face to face.

· Experience of completing reports

· Working in a team

· Experience of dealing with challenging customers

· Experience of using I.T

· Experience of working alone

	· Previous experience in a similar role.

· Experience of dealing with aggressive customers.

· Experience of dealing with senior managers

· Experience of writing witness statements and giving evidence in court

· Experience of working within local government


	
Skills




	· Experience of using PCs to input and extract information from multiple areas, ideally using Windows based IT systems.

· Methodical approach to work, good organisational skills and good written English.

· Good listening and questioning skills.

· Ability to deal calmly and sensitively with customers whose behaviour may be emotional, challenging, threatening or abusive.

· The ability to converse at ease with members of the public and provide advice in accurate spoken English.

· Good organisational and time management skills

· Strong Customer care skills

· Good observation skills

· Ability to write incident reports.

· Ability to interpret and apply map information.

· Ability to plan, manage workloads and priorities.



	· Experience of working in a complex and changing environment.

· Good local knowledge.

· A good understanding of equal opportunities and diversity.

· Ability to communicate clearly when explaining complex matters


· Ability to deal with Elected Members

· Ability to formulate detailed reports

· Ability to give presentations to small groups of individuals

· Knowledge of legislation affecting environmental issues

· Knowledge of giving PACE interviews



	

Behaviours

	TEAMWORK – Achieve more by working together

· Must be flexible, this is a varied role, no day will be the same.

· Ability to work on own initiative and without direct supervision.

· Good team working skills and a commitment to sharing information and supporting other team members.

INNOVATION – Seek solutions to deliver services in the best way

· Proactive to find new ways to improve efficiency.

· Self-motivated approach to work.

· Able to look for new effective ways of working.

EFFECTIVENESS – Focused on achieving results

· High quality standards.

· Self-motivated approach to work, ability to provide a solution-based resolution.

· Able to make on the spot decisions when faced with problems.


RESPECT – Value the views and opinions of others 

· Good listening skills

· Works well with colleagues and other departments within the Council

· A positive approach to resident complaints whether over the phone, in person or email
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