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PERSON SPECIFICATION

	Job Title:
	Business & Systems Supervisor

	Grade:
	LG7

	Business Unit:
	Business Management & Development

	Service Area:
	n/a

	Locations:
	Head Office/Agile

	Responsible to:
	Business & Projects Lead

	Responsible for:
	Systems Support Assistants
Business Support Assistants 



	
CRITERIA 
	ESSENTIAL/ DESIRABLE
	METHOD OF ASSESSMENT

	Education, Qualifications and Training
	
	

	SCQF Level 7 in a relevant subject or relevant managerial experience
	Essential
	Application Form/
Documentation

	Membership of an appropriate professional body
	Desirable
	

	Knowledge, Experience and Skills
	
	

	Understanding of leisure and culture trusts and the opportunities and challenges they face
	Desirable
	Application Form/
Interview/References

















	Experience of leading and managing a successful team
	Essential
	

	Experience of working in a business support and policy management environment
	Essential
	

	Experience in the administration and development of corporate systems used by multiple services
	Essential
	

	Experience of Microsoft Office Packages
	Essential
	

	Experience of reviewing procedures and processes to continually improve systems and service delivery
	Essential
	

	Experience of preparing reports to specification
	Essential
	

	Good knowledge of digital and relevant technology trends and how these can improve business systems
	Essential
	

	Knowledge of data protection legislation
	Desirable
	

	Excellent organisational skills
	Essential
	

	Strong analytical and pragmatic ‘hands on’ approach
	Essential
	

	Excellent written communication skills
	Essential
	

	Ability to build and maintain effective working relationships and partnerships, internal and external
	Essential
	

	Ability to prioritise own workload and that of the team to meet service and business deadlines
	Essential
	

	Excellent oral communication skills
	Essential
	Interview/References

	Excellent interpersonal skills
	Essential
	Interview/References

	Full, current driving licence and access to a vehicle
	Essential
	Application Form/
Documentation
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