Self Help Services

Person Specification – Community Services Administrator

Skills
1. High level of computer literacy (Word, Excel, PowerPoint, Access, Email, Internet) (A and T)
2. Excellent team working skills (A and I)

3. Excellent administrative skills (filing, data processing) (A and I)
4. Customer Care focus (A and I)

5. Highly literate and able to produce documents (such as letters and minutes) to a professional standard. (A and I)
6. Excellent verbal communication skills (A and I)
7. Able to work on own initiative (A and I)
8. Able to manage own workload (A and I)
9. Able to keep accurate records (A and I)
10.  Excellent organisational skills (A and I)
Experience
11. Experience of working or volunteering in a similar field (A and I)
Knowledge
12. Knowledge and understanding of mental health issues (A and I)

13. Understanding of mental health services would be an advantage but is not essential (A and I)
A – Application Form

I – Interview

T - Test
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