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CORPORATE ADMINISTRATOR - PERSON SPECIFICATION 

	PLEASE COMPLETE AND RETURN 
(Please note these criteria will be verified throughout the recruitment process)
We want to compare your experience, skills and knowledge with the requirements of the post.  You should therefore demonstrate and evidence how you meet each criterion.  The Selection Panel may consider candidates, who do not meet all of the requirements, therefore you should ensure you complete all sections. 

	EXPLAIN HOW YOU MEET THIS CRITERIA: 
(Provide specific examples for each criterion and limit word count to max 500 words per criteria)


	SECTION 1 - ESSENTIAL 

	1.  Evidenced 

	
Minimum 3 x SCQF Level 5 or equivalent (including Mathematics)

	

	2. Self-Assessment (using examples)

	Customer service and communication skills
	

	Strong time-management, & organisational skills with ability to multitask. 
	

	Proficient IT skills and systems competence
	

	Proactive and supportive team member
	

	Problem solving and initiative
	

	Committed to GWHA values: Inclusive, Considerate, Accountable, Resourceful, Ethical
	

	SECTION 2 – DESIRABLE 

	1. Self-Assessment 
	

	Experience of working in a fast-paced organisation 
	

	Experience maintaining customer accounts and / or undertaking debt recovery activity.
	

	Experience of housing management software use (HomeMaster, specifically, or other)
	

	[bookmark: _Hlk156392670]SECTION 3 – SUPPORTING STATEMENT

	Please tell us why you are right for this role (maximum 500 words).  If you require additional space, please continue your response on a separate sheet.
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