Person Specification

Job Title:
Revenue & Benefits Administration Assistant 

Service:
Finance

	
	Essential
	Desirable

	Education
	Good standard of English and Maths

	

	Knowledge
	Ability to use the Microsoft Office package, particularly Word, Excel and Outlook
A good degree of PC literacy


	Knowledge of local taxation and/or welfare benefits

	Experience
	Experience of working in an office environment.


	

	Personal Skills
	Excellent communication skills, written, email, telephone and face to face 

Ability to work quickly and accurately with data inputting

Able to work as part of a team

Organised

Ability to work with the minimum of supervision.


	

	Attitude
	Has a flexible approach to work.

Commitment to personal development.


	


