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EMPLOYMENT ZONE								R&S 2
Person Specification
	Job title:

	Business Specialist 

	Job Family/
Grade/Level:
	Business Support - BS4 - Grade 7

	Summary of role:
	<<To be read in conjunction with the relevant role profile>>

	Based within the Chief Executive’s Department, Digital Services, your key responsibilities will include:

· Providing proactive support to senior managers, including diary management, meeting coordination, and preparation of briefings and reports.
· Managing correspondence, ensuring timely responses and appropriate escalation.
· Maintaining key documentation, trackers, and logs to support governance and compliance.
· Supporting governance and programme management across Digital Services, tracking progress of initiatives and preparing updates and management information, and coordinating inputs from various stakeholders.
· Acting as a point of contact for internal and external enquiries, ensuring professional and consistent communication.
· Supporting staff engagement activities, including team briefings, events, and feedback mechanisms.
· Collating and analysing business performance data to support decision-making and reporting.
· Contributing to service improvement initiatives.











	Criteria
	Essential
	Desirable
	Evidence

	Education, Qualifications and training
	Educated to SCQF Level 9 in an appropriate business or management discipline or experience of working in a similar role. 

	
	|X| App. Form
|X| Certificate


	Skills, Knowledge and Competencies


	Experience in office management, executive support, or business coordination roles.

Excellent organisation skills.

Ability to manage multiple priorities and work independently.

Proficiency in Microsoft Office and digital collaboration tools.

Excellent written communication and presentation skills. 

Ability to develop clear reports and influence and engage stakeholders.

Excellent attention to detail.

Commitment to delivery of high-quality service.

	Experience in corporate governance within an ICT or digital setting.

Working knowledge of Council Family and partner organisations and services.

Commitment to continuous service improvement. 

Knowledge of project management or business analysis principles.




	|X| App. Form
|X| Interview






	Competencies
	Essential
	Desirable
	Evidence

	Personal Effectiveness 
Decision making (L2)
	· You make sensible decisions after getting all the information you need, and thinking about alternative options. 
· You use your own knowledge and experience, and assess any risks. 
· You involve your team in helping to make decisions or plans, and value people’s contributions. 
· You’re sensitive to other people’s concerns, and talk to them when decisions affect them. 
· You know when to ask your manager for help, but you also suggest the action(s) you could take. 
· You’re focused on what you need to achieve, and not distracted by less important things. 
· You’re responsible for your own decisions.
	
	|X| App. Form
|X| Interview

	Providing Excellent Customer Service
Customer Orientation (L2)

	· You follow-up customer requests, to make sure actions are taken and issues resolved. 
· You explain to customers, how and why we can’t meet their needs, and offer alternatives. 
· You change the way you do things, to meet the needs of each customer. 
· You spot problems and take action, as soon as possible, to stop them getting worse. 
· You deliver more than you promised, and try to exceed expectations. 
	
	|X| App. Form
|X| Interview

	Providing Excellent Customer Service
Forward Thinking (L2)

	· You look for ways to help other people solve problems and get results. 
· You’re happy to look into a problem, when other people don’t know the answer to it. 
· You spot the problems that other people may miss, and take action to stop a situation or crisis from happening. 
· You think ahead to find new ways of giving customers excellent service. 
	
	|X| App. Form
|X| Interview

	Delivering Results
Planning (L1)
	· You organise your work by thinking about deadlines, promises, and how important the different tasks are. 
· You prepare in good time, for any future work you need to do. 
· You’re realistic about the time you need to do a job, and will tell other people immediately if you can’t do something. 
· You ask for help when you need to. 
	
	|X| App. Form
|X| Interview

	Personal Effectiveness
Communicating (L2)
	· You share relevant and important information on time, with your team. 
· You’re happy to say what needs to be said, and you’re tactful when you need to be. 
· You choose the best way of communicating (such as writing or face-to-face), and use the right words for your audience and situation. 
· You speak confidently, and hold people’s attention. 
· You explain why decisions have been made and use examples to support them. 
· You ask people questions to check their understanding. 
· You produce clear, concise and easily understood written communications.
	
	|X| App. Form
|X| Interview

	Personal Effectiveness
Influencing (L2)
	· You use good arguments and reason to negotiate successfully with other people. 
· You involve people in the things that you know they’ll agree on. 
· You think about the impact of actions on other people. 
· You anticipate problems and plan, in advance, how to deal with them. 
· You get other people to make decisions with you, and gain their agreement.
	
	|X| App. Form
|X| Interview
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