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PERSON SPECIFICATION


	Job Title:
	Customer Advisor

	Grade:
	LG3

	Business Unit:
	Sport & Leisure, Countryside Adventure, Theatre & Venues

	Service Area:
	Cross Service
	Other Locations (as applicable):
	ANGUSalive sites and community locations as applicable

	Responsible to:
	Operations Supervisor, Senior Countryside Ranger, Duty Manager

	Responsible for:
	NA

	
In order to be able to carry out the duties of this post effectively and safely, candidates will be able to provide evidence of the following:

	CRITERIA 
	
	ESSENTIAL/ DESIRABLE

	Education, Qualifications and Training
	

	SCQF Level 5 in Administration or Equivalent or relevant customer service experience
	Essential

	SCQF Level 5 in Customer Service
	Desirable

	Knowledge and Experience
	

	Experience of working with the public in a customer focussed environment
	Essential

	Knowledge of Health & Safety
	Essential

	Excellent knowledge of and experience of using MS office suite
	Essential

	Experience of using technical systems (e.g. Point of Sale system, PA systems, 2-way radios, photocopier, phones/switchboards) 
	
Essential

	Skills & Abilities
	

	Knowledge of the importance of General Data Protection Regulations (GDPR)
	Essential

	Experience to be able to multitask while under pressure and balance conflicting demands e.g. serving customers and answering the phone
	Essential

	Numeracy – able to count and reconcile money
	Essential

	Literacy – able to read, interpret and understand written documents
	Essential

	
Interpersonal and Communication Skills
	

	Strong communicator especially with customers – internal and external
	Essential

	Ability to treat others with dignity and respect
	Essential

	Ability to work as part of a team
	Essential

	Ability to work to deadlines
	Essential

	Ability to produce accurate work
	Essential

	Ability to appraise situations and solve varied problems
	Essential

	Ability to collate, organise and prepare returns and reports
	Essential

	Ability to work with minimum supervision
	Essential

	Must be prepared to work flexibly 
	Essential

	Special Conditions
	

	Attendance at training courses
	Essential

	Wear ANGUSalive uniform at all time
	Essential

	Willingness to participate in centre programme
	Desirable
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