AIRDRIE CITIZENS ADVICE BUREAU

Person Specification – Pension Administrator 

	
	Essential
	Desirable

	Qualifications


	Good standard of general education.

Evidence of vocational training and/or qualification 


	

	Experience


	Experience in office administration

Ability to deliver a high standard of general administration.

Good Verbal communication skills, including the ability to deal appropriately with a range of people both face to face and by telephone.  


	Using evaluation/monitoring statistical information.



	Skills and Attributes


	Able to maintain strict confidentiality

Able to communicate ideas in writing and orally.

Excellent organizational skills

Ability to review systems and procedures and develop alternatives when appropriate. 

Attention to detail.


	

	Values and Attitudes


	Commitment to team working 

Commitment to the principles of the CAB

Ability to monitor and maintain own standards


	

	Knowledge


	Ability to use IT packages, email,  including Microsoft word, & Excel, database packages and electronic diary management
	Awareness of the use 

Social Media, Facebook, Twitter for use on behalf of the Bureau

	Other


	Flexibility in carrying out the responsibilities of the post

Able to work on own initiative and to be innovative

Excellent telephone manner


	.




