
SURREY HEATH BOROUGH COUNCIL

PERSON SPECIFICATION / COMPETENCY FRAMEWORK

Please note:	The criterion specified on this form will be used as guidance when short listing all applications and again at interview.   Please ensure you provide evidence within your Application, giving examples where appropriate, as to how you meet the specified requirement for the job.  Thank you.
 
	
Service
Business

	
Job Title: 
Heritage and Outreach Assistant 


	
Section: 
Heritage and Outreach 
	
Position Number: POSN000038






	
KNOWLEDGE & EXPERTISE         (Including Qualifications / Education & Training,   
                                                          Experience, Skills / Ability and knowledge)
ESSENTIAL :

· Education to A level or equivalent
· Experience of working with the public  in a cultural/heritage environment
· Good written and spoken English
· Administrative efficiency
· Ability to communicate clearly with customers 
· Sound financial understanding
· Ability to carry out tasks unsupervised, following established procedures
· Conversant with ICT programmes, including word and excel 
· Ability to work in a flexible and adaptable manner while still maintaining workload priorities

DESIRABLE :
· NVQ in a relevant subject
· Previous experience paid or voluntary of heritage or cultural field
· Interest in local history and culture or museums
· Customer care training
· Previous experience of working in a team environment






	
RELATIONS WITH PEOPLE:

ESSENTIAL :
· Experience  of providing excellent customer care
· Ability to work effectively and sensitively with customers to help them get the most from the service 
· Ability to work as part of a small team and with volunteers
· Ability to deal professionally and helpfully with elected Members and colleagues from other services
· A manner which  fosters confidence in the public
· Able to converse with customers and provide advice in accurate spoken English





	
CREATIVITY AND INNOVATION 

ESSENTIAL :

· Ability to create participatory activities for customers
· Create travelling exhibitions 
· Suggest service improvements and income opportunities 
· Good  written and verbal communications skills in particular undertaking tasks in a prompt and accurate manner
· Accuracy in record keeping





FINANCIAL ACCOUNTABILITY 

ESSENTIAL
· Numeracy
· Need to be able to account for monies received




INITIATIVE & INDEPENDENT ACTION

ESSENTIAL:

· Represent the service as first point of contact
· Able to solve minor operational issues as appropriate
· Ability to prioritise work
· Confidence to work alone and to liaise effectively with Security staff when required 
· Assess initial enquiries and understand when to refer them on to more senior staff 













																												PERSONAL ATTRIBUTES

ESSENTIAL :

· Honesty and integrity
· Presentable and professional appearance
· Patience
· Calm manner which engenders confidence
· Ability to deal with several tasks at once

	
DESIRABLE :




MANAGEMENT AND SUPERVISORY RESPONSIBILITIES 

ESSENTIAL :


DESIRABLE :

